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LOT NOI OAU 


AT ham dap icng nhu cau nghien cihi va hoc tap cua dong dao hoc vien 
1 V loai hinh Dao tao tic xa, Vien Dai hoc Mo Ha Noi to chicc bien soan 
giao trinh To chicc cong tdc ki todn. Giao trinh duoc bien soan theo chuan 
khu vuc cho chuyen nganh Ke todn. 


Ticng chicong cua giao trinh dupe bien soan theo trinh tic: muc tieu 
chung, muc tieu cu the, noi dung co ban; cuoi moi chicong muc deu co phan 
tom hcoc nhan manh nhicng noi dung co ban, cac cau hoi on tap, bai tap va 
he thong tai lieu tham khao. Giao trinh the hien nhicng noi dung co ban 
giup hoc vien nam dicoc phuong phap, noi dung to chicc cong tdc ke todn, 
va kien thicc nen tang de hoc tap cac mon chuyen nganh ke todn khac, van 
dung vao thicc tien sinh dong. 


Giao trinh do cac tdc gia gidu kinh nghiem trong giang day, nghien cicu 
linh vuc ke todn, kiem todn bien soan. Nhom tdc gia gdm: 

- PGS.TS. Doan Xuan Tien (chu bien) 


- TS. Nghiem Thi Tha 

- ThS. Nguyen Thi Hong Van 

- NCS. Doan Ngoc Luru. 


Muc dich truoc tien cua Vien Dai hoc Mo Ha Noi khi bien soan nham 
phuc vu cong tdc giang day va hoc tap loai hinh Dao tao tic xa. DT nhien, bo 
hoc lieu nay rat bo ich doi voi sinh vien chinh quy va cac he dao tao tap trung 
khac. 


De giup nguoi hoc dat hieu qua cao, gido trinh T6 chicc cong tdc ke todn 
duoc phat hanh kem theo dia CD va dicoc ho tro qua cac chuong trinh tren 
song Dai Tieng noi Viet Nam va trang web: www.hou.edu.vn . Trong qua trinh 
bien soan, mac dii da rat co gang va can trong, chdc chdn khong tranh khoi 
nhicng han che khiem khuyet, chung toi mong nhan duoc nhicng y kiin dong 
gop ciia ede dong nghiep, doc gia, vd hoc vien, di bd sung chinh ly cho Idn tai 
ban duoc hoan thien hon. 


NHOM TAC GIA 
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Chiro-ng I 

NHUNG VAN DE CHUNG 
VE TO CHI/C CONG TAC KE TOAN 


Xin chao cac anh/chi hoc vienl 

Rat han hanh dugc gap cac anh/chj trong chuong I mon hoc To chuc cong 
tac ke toan. 

Sir thanh cong hay ket qua cua bAt ky mot cong viec nao cung phu thuoc 
rat nhieu vao cong tac to chuc. To chuc cong viec mot each khoa hoc va phu 
hop vai phap luat quy djnh, dac diem cu the cua hoat dong thi chat luong va 
hieu qua cong viec cao; ngugc lai, thi khong thanh cong hoac ket qua thap. 

Ke toan la cong cu quan ly, giam sat chat che, co hieu qua trong moi hoat 
dong kinh t4 tai chinh, cung cip thong tin dAy du, trung thuc, kip thoi, cong 
khai, minh bach cua cac dom vi. Cong viec cu th£ cua ke toan la ghi chep, thu 
thap, xu ly va cung cAp thong tin kinh t4, tai chinh cua don vj cho cac doi 
tuong su dung; cac cong viec do lien quan den bo may kA toan, cac phuong 
phap ke toan va cac quy djnh co tinh phap quy vA chuyen mon kA toan. DiAu 
do khang djnh phai co t6 chuc cong tac kA toan. 

To chuc cong tac ke toan la mot trong nhung noi dung rAt quan trong va 
khong the thiAu dugc cua cong tac kA toan. Day la chuomg mo dAu cua mon 
hgc “To chuc cong tac kA toan”, no co y nghla rat quan trgng va cAn thiAt, giup 
cac anh/chj nAm dugc nhung vAn de chung vA t6 chuc cong tac kA toan, tren co 
so do nghien cuu, tim hieu va tiAp thu cac noi dung cu thA va sau hon a cac 
chuorng sau cua mon hgc. 

Chuomg I gom 4 noi dung: 

I. Noi dung cong viec ke toan a cac don vj. 

II. Y nghla va muc dich cua t6 chuc cong tac kA toan trong cac don vi 
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III. Yeu cau va nhiem vu cua to chuc cong tac kd toan. 

IV. Noi dung to chuc cong tac ke toan dr cac don vi. 

Muc tieu chung: 

Sau khi hoc xong chuomg nay, anh/chi se nam dugc nhung van dd chung 
nhat ve to chuc cong tac ke toan o cac don vi, bao gom: Noi dung cong viec U 
toan; y nghia, muc dich cua to chuc cong tac ke toan; yeu cau, nhiem vu t6 
chuc cong tac ke toan; noi dung to chuc cong tac kd toan. Ddng thai hidu dugc 
sir cdn thiet cua viec hoc tap mon hoc nay. 

Muc tieu cu the: 

Sau khi hoc xong chuong nay anh/chj se: 

- Ndm vung dugc cong viec kd toan a cac don vj bao g6m nhung noi dung 
cong viec gi. 

- Hidu dugc y nghia va muc dich cua t6 chuc cong tac kd toan; 

- Nim dugc nhung yeu dtu va nhiem vu cua t6 chuc cong tac kd toan 
trong cac don vj; 

- N&m dugc khai quat nhung noi dung t6 chuc cong tac kd toan trong 
cac dorn vj. 

- Hidu dugc sir can thiet phai hgc tap mon hoc T6 chuc cong tac kd toan. 

I. NOI DUNG CONG VIEC KE TOAN 6 CAC DON VI 

GIOI THIEU: 

Trong phan nay, chung ta se nghien cuu mot sd khai niem kd toan; noi 
dung cac cong viec kd toan a cac don vi bao g6m nhung cong viec gi va cac 
yeu cau cua thong tin kd toan. Sau khi hoc xong muc I, anh/chj se co thd: 

- Hidu sau hem khai niem kd toan xet tren goc do noi dung cong viec ke 
toan va to chuc cong tac kd toan; khai niem don vj kd toan. 

- Biet dugc noi dung cac cong viec kd toan a cac don vj bao gom 
nhung cong viec gi? Tir do anh/chi co thd hinh dung dugc cac cong viec ma 
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bo phan/phong kd toan va cac nhan vien kd toan don vj can phai to chuc va 
thuc hien. 

- Hidu dugc nhung yeu c'au ca ban cua thong tin ke toan, tu do hidu dugc 
nhung yeu cau do chi phoi den to chuc cong tac kd toan nhu thd nao. 

NOl DUNG: 

1. Mot s6 khai niem 

a) Khai niem ke toan 

Xet goc do noi dung cong viec va to chuc cong tac ke toan thi co mpt so 
khai niem ve ke toan nhu sau: 

- Xuat phat tu noi dung cong viec ke toan cu the va nhung nhiem vu can 
thuc hien cua k4 toan, Di6u le t6 chuc k6 toan Nha nude (nam 1989) co ghi: 
“Ke toan la cong viec ghi chep, tinh toan bang con so dudi hinh thuc gia trj, 
hien vat va thdi gian lao dong, chu y6u dudi hinh thuc gia trj d6 phan anh, 
ki^m tra tinh hinh van dong cua cac loai tai san va kk qua hoat dong SXKD, 
su dung vdn va kinh phi cua Nha nude cung nhu timg td chuc, xi nghiep” 

- Theo Luat Ke toan Viet Nam (Lenh cong bd sd 12/2003/L-CTN ngay 
26/6/2003): “Kd toan la viec thu thap, xu ly, kidm tra, phan tich va cung c^p 
thong tin kinh te tai chinh dudi hinh thuc gia trj, hien vat va thdi gian lao 
dong”. 

- 6 goc do chuc nang cua kd toan la cung cip thong tin, theo cudn sach Kd 
toan qude td (Robert N.Anthony - djeh gia Tran Hoai Nam va Truong Due 
Chinh - xudt ban nam 1992): “Kd toan la mot ngon ngu, muc dich cua moi 
ngon ngu la cung ckp thong tin, thong tin kd toan dugc bao cao Wang cac bao 
cao tai chinh”. 

- Lien doan Kd toan qude td: “Kd toan la nghe thuat ghi chep, phan 
loai, tOng hgp theo mot each rieng co bkng nhung khoan tidn, cac nghiep vu 
va su kien ma chung co it nhit mot phk tinh chdt tai chinh va trinh bay kdt 
qua cua no” 

- Uy ban Thuat ngu cua Vien kd toan vien cong chung My (AIA) nam 
1941 da khai niem: “Kd toan la nghe thuat ghi chep, phan loai va he thdng hoa 
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cac pham tru tien te, nghiep vu va sir kien diin ra theo nhung each thuc co y 
nghla mang dac tnmg tai chinh va cho ra ddi nhung thong tin tu ket qua do”. 

- Theo Kermit D. Larson (Ke toan tai chinh theo he thong ke toan My. 
dich gia Dang Kim Cuorng - NXB Thong ke - nam 1994): “Ke toan la mot hoat 
dong dich vu. Chuc nang cua ke toan la cung cdp cac thong tin s6 luomg vi cac 
t6 chuc, thong tin do trude het co ban chat tai chinh va co muc dich su dung 
trong qua trinh ra cac quyit djnh kinh ti” 

- Theo Ronald J.Thacker (Nguyen ly ki toan My - NXB Thing ke - nam 
1994): “Ki toan la mot phuomg phap cung cip thong tin cin thiit cho quan ly 
co hieu qua va danh gia hoat dpng cua moi t6 chuc” (khai niem nay nhin manh 
vi goc do su dung thong tin ki toan); hoac: “Trong ki toan, kit qua hoat dong 
kinh ti cua doanh nghiep dugc thu thap, phan tich, do ludng, sdp xip, ghi 
chep, tom tit va phan anh duoi dang thong tin” (khai niem nay nhin manh v6 
goc do hoat dong ke toan, tuc la cong viec cua nguoi lam ki toan). 

Nhu vay, co nhieu quan diim va nhan thurc vi ki toan, dua ra nhung khai 
niem ki toan co thi khac nhau, song, cac khai niem ki toan do diu co nhung 
diem chung do la: 

- Cong viec cua nhung nguoi lam ki toan la: Ghi chep, thu thap, phan 
loai, tinh toan, phan tich, ting hop... va cung cip thong tin vi kinh ti, tai chinh 
cua cac don vi cho cac ddi tuong su dung. 

- La cong cu phuc vu cho quan ly, kiim tra, kiim soat, danh gia hoat dong 
va ra quyit dinh vi quan ly va kinh doanh doi vdi cac don vj. 

b) Khai niem “Ban vi ke toan ” (Accounting Entity) 

Don vj ke toan la noi dien ra cac hoat dong kiem soat va tiin hanh cac 
cong viec, cac nghiep vu kinh ti tai chinh, din thiit phai thuc hien viec ghi 
chep, thu nhan, xu ly va cung cip thong tin, ting hop thong tin, lap bao cao 
tai chinh. 

Don vj ke toan la chu thi hoat dong, co quyin so huu tai san va su dung 
tai san do trong qua trinh hoat dong cua minh. Don vi ke toan co thi la doanh 
nghiep hoac la to chuc phi kinh doanh (co quan hanh chinh, don vj sir nghiep, 
to chuc xa hoi...). Ke toan 6 don vj ke toan nham thu nhan, xu ly va cung cap 
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i :hong tin ve tai san, sir van dong tai san va cac nghiep vu, giao dich kinh td t&i 
chinh cua chinh don vj do (khong phan anh tai san thuoc so huu rieng cua 
ihung ngudi chu sd huu, ngudi dieu hanh, quan ly va ngudi lao dong trong 
Ion vj). 

Nhu vay, khai niem “ Dan vi ke toan " la chi pham vi giai han doi tucrng 
/tai san, nguon von, chi phi, doanh thu, kit qua) ma ki toan thu nhan, xtr ly va 
1} ap bcio cao ke toan. 

Anh hucmg cua khai niem dom vi ke toan. 

(1) Cac tai khoan ke toan dugc md va ghi chep cac hoat dong kinh te tai 
chinh, cac giao djch kinh te... cho don vi ke toan, chu khong phai md va ghi 
chep cho cac chu nhan hoac cho nhung ngudi (vdi tu each ca nhan) lien quan 
den don vj do. Dieu do co nghTa la tai san, cac hoat dong, giao djch kinh te tai 
chinh cua ca nhan chu sd huu, can bo cong nhan vien trong va ngoai don vi thi 
ke toan don vi khong phai phan anh (va cung khong dugc phan anh) tren cac 
tai khoan, so ke toan cua don vi ke toan. 

(2) Khai niem don vj k6 toan doi hoi he thdng chung tu, tai khoan ke toan, 
so ke toan, bao cao tai chinh cung nhu nhung noi dung quy dinh cua he thdng 
ke toan... dugc to chuc, van dung de ghi chep va bao cao v§ tinh hinh tai chinh 
va tinh hinh hoat dong cua don vj chu khong phai td chuc rieng cho mot ca 
nhan nao trong don vj. 

(3) Cac loai don vj ke toan: 

- Don vj ke toan cap co sd; 

- Don vj ke toan phu thuoc; 

- Don vi ke toan cap tren co sd. 

Don vj ke toan cap co sd la cac doanh nghiep hoac cac don vi, td chuc 
hach toan kinh te doc lap, du tu each phap nhan, co tai khoan rieng, co td chuc 
kd toan rieng, lap bao cao kd toan ddy du. 

Don vi kd toan phu thuoc la nhung don vi khong hach toan kinh te doc lap 
ma chi hach toan kinh td noi bo (khong du tu each phap nhan), dugc phan cip 
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quan ly kinh te, tai chinh noi bo va co t6 churc ghi chep ke toan rieng theo sc 
phan cong va phan cap cua noi bo don vj ke toan cap co so. 

Don vj ke toan tren co so la cac dom vj nhir ckp Tong cong ty, Cue, Tong 
cue, Tap doan, hoac cac dorn vi du toan cap Bo (dip 1) lap bao cao k$ toan 
tong hop hoac bao cao hpp nhat. 

2. Noi dung cong viec k4 toan a cac dan vj 

Noi dung cong viec k4 toan a cac dom vj la thu nhan, he thdng hod, xulj 
va cung cap thong tin ve toan bo hoat dong kinh te tai chinh a dom vj, qua d<? 
ki£m tra, kiem soat cac hoat dong kinh t§ tai chinh a dom vi va cung dip thon^ 
tin phuc vu cho cong tac quan ly va ra cac quyet djnh kinh te a cac don vj W 
cac cap quan ly khac. 

- Thu nhan thong tin ve cac hoat dong kinh ti, tai chinh cua dan vj: 
cong viec k£ toan lap chung tir k4 toan cac nghiep vu, giao djeh kinh te ta ] 
chinh phat sinh va hoan thanh theo dung noi dung kinh t4, s6 lieu, then gian- 
dja diem phat sinh... vao cac chung tu phu hop. Nguoi ta goi day la cong vief 
lap chung tir k£ toan. Thu nhan thong tin ke toan la cong viec khcri d4u cu a 
toan bo quy trinh k4 toan, no co y nghla quy4t djnh tinh trung thuc, khach qua/ 1 
cua s6 lieu, tai lieu k4 toan va la can cu d4 ki6m tra cac hoat dong kinh t£ $ 
chinh cua dom vj ke toan. 

- He thong hod, xic ly thong tin: do la cac cong viec k4 toan ghi chep (phaP 
anh) cac nghiep vu kinh te tai chinh (da dupe phan anh tren cac chung tu hqP 
phap, hop le) vao cac so ke toan tong hop, so chi tiet lien quan thong qu a 
phuomg phap tai khoan k8 toan va trinh tu ghi s6 theo hinh thuc k4 toan ph^ 
hop (theo che do ke toan huerng dan). Ngoai ra, ke toan con su dung ca c 
phuomg phap tinh gia, cung nhu ky thuat tinh toan, phan b6... tinh toanr 2 
nhung chi tieu can thiet phuc vu cho viec ghi so k4 toan. Ngucri ta goi day l a 
cong viec ghi s6 k4 toan. 

- Cung cap thong tin: day chinh la giai doan lap cac bao cao k4 toan (ba 10 
cao tai chinh, bao cao ke toan quan trj) va cung cap cho cac d6i tupng lie 11 
quan theo quy djnh quan ly va quy djnh phap luat lien quan. Cong viec cuaF 
toan a giai doan nay la dua tren co so s6 lieu, thong tin da dupe phan anh, $ 


10 


So hoa bai Trung tam Hoc lieu - DH TN 


http://www. Irc-tnu. edu. vn 



bhep tren cac si ki toan tong hop, si chi tiet lap nen cac bao cao ki toan theo 
:ac nguyen tic, quy dinh vi noi dung, phuomg phap lap cac chi tieu, mau bieu 
3ao cao... San pham cua hoat dong ke toan la he thong bao cao ke toan (Bao 
:ao tai chinh, Bao cao ke toan quan tri). San pham do cliinh la he thong cac 
:hong tin ke toan da dirge nhung nguoi lam ke toan thiet lap tren co so tuan thu 
:heo quy trinh chuyen mon, phuomg phap ke toan va ky thuat nghiep vu (chung 
tu, tai khoan ke toan, so ke toan, tinh gia va tong hop can doi ke toan), theo cac 
nguyen tac, chuin muc ke toan va cac quy dinh chung ve nghi nghiep chuyen 
mon. He thong bao cao ke toan dugc cung cap cho cac doi tuong su dung 
thong tin ke toan nhu: 

• Cac nha quan ly: chu doanh nghiep, hoi dong quan tri, ban giam doc 
(doi tuong ben trong don vj). 

• Cac nha dau tu, chu no, ngan hang, dai ly, cac doi tac kinh doanh co loi 
ich true ti6p... (doi tuong ben ngoai don vj). 

• Cac d6i tuong co loi ich gian tiep nhu: cac co quan quan ly Nha nuoc 
(thue...), co quan chuc nang, cac to chuc xa hoi ... de kiem soat kinh 
doanh, thu thue, ra cac quyet djnh ve nhung van de xa hoi. 

Yeu cau thong tin ke toan (Bao cao ke toan) cung cap cho cac doi tuong 
phai la nhung thong tin trung thirc, khach quan, kip thoi, diy du, co he thing, 
dap ung yeu cau cua cac doi tuong su dung thong tin. Dieu do thi hien yeu ciu 
vi chat luong san pham ke toan. 

Ngoai ra, tuy theo yeu cau cua cac nha quan ly, quan tri don vj, cong viec 
cua ke toan con phai tinh toan, phan rich cac so lieu, thong tin cu thi tren cac 
bao cao tai chinh hoac bao cao ke toan quan trj de tu van cho cac nha quan ly 
ra cac quyet dinh can thiet. # 

Tat ca cac cong viec ke toan neu tren deu duoc thue hien thong qua viec 
t6 chuc cac cong viec tu to chuc bo may ke toan den to chuc cong tac hach 
:toan ban diu, to chuc he thing so va ghi so ke toan, den to chuc he thing bao 
cao va lap bao cao ki toan... Do chinh la nhung noi dung chu yiu cua ti chuc 
cong tac ke toan a dom vj. 
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Cong viec ki toan a cac dan vi duac phan theo timg loai theo cac tih 
thicc nhat dinh. 

- Theo mire do he thdng hod thong tin , cong viec kl toan chia thanhki 
toan ting hop va kl toan chi tiet. Cong viec ke toan tong hop la sir dung cacti 
khoan kl toan tdng hop, so ke toan tong hop de ghi chep, he thong hoa thonf 
tin phuc vu cho viec lap cac bao cao ke toan tai chinh (Bang can doi ke toan 
Bao cao kit qua kinh doanh; Bao cao luu chuyen tien te; Thuyet minh bao cac 
tai chinh) va cac bao cao ke toan tong hop khac cua dom vi. Cong viec ke toan 
chi tilt la sir dung cac tai khoan chi tiet (cap 2, 3, 4...) va cac so chi tiet de gh 
chep, he thing hoa thong tin mot each chi tiet, cu the theo yeu cau quan ly cua 
nganh, don vi dli voi cac so lieu, thong tin da phan anh tren cac so kl toan 
ting hop. 

- Theo yeu cau va pham vi sir dung thong tin ke toan , cong viec ke toan 
chia thanh kl toan tai chinh va ke toan quan tri. Sir chia tach ke toan thanhke 
toan tai chinh va ke toan quan tri la de thuc hien cac muc dich cu thl cua cac 
dli tuong su dung thong tin, dap ung yeu cau cu the hom, tot horn vori cac dli 
tuong do. Ke toan tai chinh thuc hien muc dich la cung cap cac bao cao tai 
chinh cho doi tuong ben ngoai (chu yeu) va doi tuong ben trong. Cong viec ke 
toan tai chinh la viec thu thap, he thong hoa va cung cap thong tin phuc vu cho 
viec lap cac bao cao tai chinh (Bang can doi ke toan; Bao cao kit qua kinh 
doanh; Bao cao luu chuyen tien te; Thuyet minh bao cao tai chinh), do la cac 
bao cao ke toan bat buoc. Ke toan quan tri thuc hien muc dich dap ung nhu cau 
thong tin cho doi tuong ben trong don vi nham hoach dinh cac ke hoach hoai 
dong dai han va ngan han cua don vj, kiem soat ket qua cac hoat dong cua don 
vj. Cong viec ke toan quan tri la thu nhan, xu ly va cung cap nhung thong tm 
dinh luong ve hoat dong cua don vj mot each cu the, giup cac nha quan ly 
trong qua trinh ra cac quyet djnh lien quan den viec lap ke hoach, to chuc thuc 
hien, kiem tra, kiem soat va danh gia tinh hinh thuc hien cac hoat dong cua 
don vj. 

3. Yeu diu cua thong tin kd toan 

Thong tin ke toan la thong tin ve toan bo hoat dong kinh te, tai chink 
cua don vi, la thong tin cln thiet va huu ich phuc vu cho cong tac quan K 
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cinh td tai chinh vi mo va vT mo, vi vay, doi hoi nhung thong tin nay phai 
6 chat lugng va do tin cay cao, dap ung yeu cau quan ly va dieu hanh hoat 
Jong dorn vj. 

i 

Yeu cau ca ban doi voi thong tin he toan: 

- Thong tin kd toan cung cdp phai dam bao tinh nhdt quan va so sank 
lucre. De ke toan co the thuc hien tot nhiem vu kiem tra, danh gia tinh hinh 
hue hien cac chi tieu ke hoach, du toan, thong tin ke toan phai dam bao tinh so 
anh dugc giua thuc td voi ke hoach; giua thuc td ky nay vdi thuc te ky trubc; 
;iua cac dom vi trong cung mot nganh, mot lTnh vuc hoat dong... Mat khac, 
hong tin ke toan cung cap phai dam bao tinh nhdt quan giua cac ky hach toan, 
;iua cac don vj trong cung nganh, cung lTnh vuc (vd noi dung, phuong phap 
inh toan...) nhdm giup nguoi su diing thong tin kd toan co thd nhin nhan, danh 
gia tinh hinh tai chinh va ket qua hoat dong cua don vj mot each dung ddn. 

- Thong tin ke toan cung cap phai dam bao phan anh chinh xac, trung 
1 hue, khach quan thuc te tinh hinh tai chinh va kdt qua hoat dong cua don vj. 
Thuc hien yeu cau nay se giup cho viec dam bao do tin cay va kha nSng kidm 
^Ta dugc cua thong tin kd toan, giup cho nguoi su dung thong tin kd toan nhan 
^iet mot each dung ddn, sat thuc d6i voi tinh hinh tai chinh va hoat dong cua 
don vi, de tu do co nhung quyet djnh kinh td co hieu qua. 

- Thong tin ke toan cung cdp phai dam bao tinh kip thai va hitu ich. Cung 
:ap thong tin ke toan kjp thbi se giup cho cac nha quan ly, cac d6i tugng su 
dung thong tin ke toan co thd ra dugc nhung quydt djnh kinh td kip thbi, dung 
luc, hieu qua, sat voi thuc td va tuong lai cua don vj. 

- Thong tin kd toan cung cdp phai dam bao tinh ddy du. Thong tin kd toan 
cung cap phai phan anh day du cac mat hoat dong, cac hoat dong kinh td tai 
■chinh dien ra b don vj nhdm giup cho cac nha quan ly, cac dbi tugng su dung 
thong tin ke toan co the nhan biet mot each toan dien, ddy du cac mat hoat 
dong cua don vj de viec didu hanh, quan ly don vj dugc thuc hien vua co tinh 
toan dien, vua co tinh trong diem, dam bao hieu qua cao. 

- Thong tin kd toan cung cdp phai dam bao tinh ro rang, di hiiu. Thong 
tin ke toan dugc cung cdp cho nhidu dbi tugng su dung voi cac muc dich khac 

i 
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nhau. Do do, no phai dam bao tinh ro rang, de hieu nham giup cho cac nha 
quan ly va cac d6i tugng su dung thong tin k£ toan co the nhan biet de dang vi 
dung d4n v£ boat dong cua dom vi, giup viec kiem tra thong tin ke toan duoc 
thuan lgi va phat huy tinh than lam chu tap the cung thuc hien va tham gu 
cong tac quan ly cac hoat dong kinh te, tai chinh cua don vj. 

- Thong tin kb toan phai dugc he thong hoa theo cac chi tieu kinh te, ta 
chinh tdng hgp db co the lap dugc cac bao cao ke toan dinh ky va phai he 
thdng hoa theo cac chi tieu kinh te, tai chinh chi tiet, cu the de lap dugc cac 
bao cao k£ toan noi bo phuc vu cho y£u cau quan ly cua don vi. 

- Thong tin k6 toan lien quan den chi phi, gia thanh, doanh thu, ket qua 
cua don vi phai dam bao tinh phu hap , nhu: tinh toan chi phi cau thanh gia phii 
hgp vbi timg doi tuong tinh gia; xac djnh ket qua phai dam bao tinh phu hop 
giua chi phi voi thu nhap trong ky... 

- Khi to chuc thong tin k4 toan can quan tarn den tiet kiem va hieu qua cua 
cong tac ke toan. toan la cong viec lien quan chat che voi chi phi hach toan, vi 
vay khi dat ra cac yeu chu cu the ve thong tin ke toan can cung cap thi can phai 
xem xet den lgi ich thu dugc va chi phi bo ra nham tiet kiem chi phi hach toan. 

Nhung yeu cau doi voi thong tin ke toan tren day can dugc quan triet 
trong qua trinh to chuc cong tac k£ toan a dorn vi. 

TOM LAI: 

Noi dung cong viec cua ke toan a cac dom vj la thu nhan, he thdng hoa, xu 
ly va cung cap thong tin. No bao gom cac cong viec cu the nhu: lap chung tii 
ke toan; ghi so ke toan; lap, cung cap va phan tich cac bao cao ke toan (bao cac 
ke toan tai Chinh, bao cao ke toan quan tri). 

Thong tin ke toan la thong tin can thiet, huu ich va quan trong cho quai 
ly, kiem tra, kiem soat va cac quyet djnh, do vay, doi hoi thong tin k£ toan pha 
dap ung cac yeu cau ca ban. 

BAl TAP: 

Cau 1: Anh/chi hay trinh bay khai quat noi dung cac cong viec cua \ 
toan b cac dom vi? 
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n. si/ cAn thi6t va y nghia cua t 6 CHIJC CONG TAC K£ TOAN 
TRONG CAC DON Vj 

GI0I THIEU: 

Trong phan nay, chung ta se nghien cuu sir c&n thilt va y nghia cua to 
hue cong tac ke toan trong cac don vj. Sau khi hoc xong muc II, anh/chi se co 
le: 

- Hieu dugc sir can thiet to chuc cong tac ke toan a cac dan vj. 

- Nam dugc nhung y nghia cua to chuc cong tac ke toan a cac don vj. 

N0I DUNG: 

1. Sif dm thidt cua t6 chuc cong tac k§ toan 6> cac dun vj 

To chuc theo y nghia chung nhat la moi lien he qua lai theo mot trat tu xac 
jnh giua cac yeu to quyet djnh ban chat, chuc nang cua h§ thong. Tinh to 
hue nay co bien do dao dong tir khong (0) den mot (1). Khi trinh do to chuc 
at do 1 thi giua cac yeu to co moi lien h? qua lai chat che theo mot trat tu xac 
inh, cac chuc nang cua he thong se dat toi trinh do toi uu. 

Doi tugng cua to chuc la thiet lap cac yeu to va moi lien he va su hgp tac 
iua chung voi muc dich bao dam nhung di^u kien cho vi^c phdt huy t6i da 
hue nang cua he thong. 

Nhung yeu to quy4t djnh to chuc ke toan la: doi tugng ke to&n, cac 
ihuong phap ke toan (chung tu ke toan, tai khoan ke toan, tinh gia, t6ng hgp 
:an d6i k£ toan), bo may k4 toan voi nhung con nguai am hi£u noi dung va 
ihuong phap ke toan, cung voi trang thiet bi (may vi tinh...) thich ung. 

Nhu vay, to chuc cong tac ke toan chinh la su thiet lap moi quan he qua 
ai giua doi tugng ke toan (noi dung ke toan); phuomg phap ke toan; bo may k6 
oan, voi nhung con nguai am hieu noi dung, phuang phap k4 toan biku hien 
|ua hinh thuc ke toan thich hgp trong mot dan vj cu the, de phat huy cao nhdt 
ac dung cua ke toan trong cong tac quan ly dan vj. 

Muc do lien he giua cac yeu to tren day bieu hien tinh t6 chuc cua cong 
ac ke toan. Khi cac y6u to co moi lien he chat che theo mot trat t\r xac dinh thi 
>e phat huy toi da chuc n&ng cua ke toan. 
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T6 chuc cong tac ke toan dugc coi nhir la mot he thong cac yeu to c&i 
thanh, bao gom t6 chuc bo may k6 toan; to chuc van dung cac phuomg phapke 
toan de thu nhan, xu ly va cung c£p cac thong tin; t6 chuc van dung chint 
sach, ch6 do, th£ le kinh t6 tai chinh, ke toan vao dom vi, nham dam bao chc 
cong tac ke toan phat huy h£t vai tro, nhiem vu cua minh, giup cong tac quan, 
ly va dieu hanh hoat dong, san xuat kinh doanh co hieu qua. 

D6 thu nhan, xu ly va cung cap thong tin, ke toan can phai co yeu to bo 
may k£ toan vbi nhtrng con ngudi co su hieu biet ve chuyen mon, dong then 
co sir phan cong, phan nhiem cu the dam bao cong viec tien hanh binh 
thubng va hieu qua. Tu do doi hoi phai co sir to chuc bo may, to chuc cod 
nguai lam ke toan. 

Mat khac, qua trinh thu nhan, xu ly va cung cap thong tin phai thong qua 
mot he thbng cac phuomg phap khoa hoc nhat dinh, do chinh la cac phuemg 
phap k6 toan. Nhtrng nguai lam cong viec ke toan van dung cac phuomg phap 
k6 toan d£ ti4n hanh cong viec cua minh. Phuomg phap ke toan la mot trong 
nhumg y6u t6 quan trong co tinh quyet dinh va la trung tarn cua moi quan he 
giura cac y4u t6 cau thanh cua to chuc cong tac ke toan. Do vay, can thiet phai 
t6 chuc van dung cac phuomg phap ke toan mot each khoa hoc de thu nhan, xu 
ly va cung cap thong tin. 

Ben canh do, qua trinh hoat dong cua dom vj phai tuan thu theo nhung quy 
luat kinh te va cac chinh sach, che do, the le ve kinh te, tai chinh cua Nha nuac. Vi 
vay, trong viec su dung ke toan la cong cu quan ly thi can phai to chuc van dum 
cac che do, chinh sach cua Nha nude sao cho dung dan, phu hop vdi dan vj. 
Ngoai ra, cac yeu to khac cung lien quan den hieu qua cua cong tac ke toan, nhir 
su tien bo cua khoa hoc ky thuat trong thu nhan, xu ly va cung cap thong tin. 
Dieu do cung dat ra yeu cau van dung khi tien hMi to chuc cong tac ke toan 6 
dan vj. 

2. Y nghTa cua t6 chu>c cong tac k§ toan o' cac dom vj 

Chat lugng thong tin kd toan cung cap se chi phoi va quydt djnh chi 
luong va hieu qua cua cac quyet djnh cua nha quan ly, cac nha dau tu va cbii 
doanh nghiep... Trong khi do, chat luomg thong tin ke toan cung cdp se phu 
thuoc chu yeu vao viec to chuc bo may, to chuc van dung cac phuomg phap ft 
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loan de thu nhan, xu ly va cung c4p thong tin va t6 chuc van dung cac chinh 
sach, che do kinh t6 tai chinh, kd toan 6 cac dcm vj. Didu do th£ hien ro y 
.nghia, vi tri va sir c4n thiet cua t6 chuc cong tac k6 toan a cac dom vi. 

To chuc tot cong tac ke toan o cac dom vi co nhieu y nghia to lorn: 

- Cung cap thong tin chinh xac, kip thoi phuc vu cho lanh dao va quan ly 
kinh te tai chinh tai cac dom vi. 

- Dam bao ghi chep, phan anh va quan ly chat che cac loai tai san, cac 
khoan no phai tra, von chu so huu, giup cho viec nang cao hieu qua su dung tai 
san, su dung von dung muc dich. 

- Tinh toan dung ket qua hoat dong san xult kinh doanh, thuc day hach 
toan kinh te, mo rong hach toan kinh t4 noi bo. 

- Thuc hien dupe day du chuc nang, nhiem vu va yeu c^u cua ke toan 
trong tung thoi ky. 

TOM LAI: 

To chuc cong tac ke toan bao g6m: t6 chuc bo may k4 toan; t6 chuc van 
dung cac phuomg phap ke toan; t6 chuc van dung chinh sach, ch§ do lien quan 
de thu nhan, xu ly va cung cdp thong tin k6 toan. Nhung vdn dh do dhu c§n 
thiet dam bao cho cong tac k4 toan cua dom vj thuc hien tdt vai tro, chuc nang 
va nhiem vu cua minh. Dong thoi t6 chuc tot cong tac k£ toan a dan vj co 
nhieu y nghia 1dm trong viec cung cap thong tin kd toan trung thuc, kip thoi 
dap ung tot nhat yeu cau ve thong tin k4 toan. 

BAI TAP: 

Cau 2: Y nghia cua to chuc cong tac k4 toan a cac dom vj? 

III. YEU CAU VA NHIEM VU CUA TO CHlTC CONG TAC KE TOAN 

GICJI THIEU: 

Trong phdn nay, chung ta se tim hieu vd nhumg yeu cau va nhiem vu cua 
t6 chuc cong tac k4 toan. Sau khi hoc xong muc nay, cac anh/chj co the: 


1.7 


So hoa bai Trung tam Hoc lieu - DH TN 


http://www. Irc-tnu. edu. vn 


- BiSt va hi£u dugc cac yeu cku cua to chuc cong tac ke toan; giai thicl 
dugc vi sao td chuc cong tac ke toan phai dap ung dugc nhung yeu cau co 
ban do. 

- Bi4t va hi£u dugc cac nhiem vu cua to chuc cong tac ke toan. 

- Bi§t dugc cac nhan t6 tac dong den to chuc cong tac ke toan va phan tid 
dugc cac can cu de to chuc cong tac ke toan a dcm vi. 

N0I DUNG: 

1. Yeu cku cua td chi>c cong tac k§ toan 

De to chuc cong tac ke toan phat huy tot nhat vai tro cua minh, khi to chuc 
cong tac ke toan a dom vi can phai dap ung cac yeu cau co ban sau: 

- To chuc cong tac ke toan phai dam bao yeu cau khoa hoc va hap ly, tm 
ca so chap hanh dung cac nguyen tac to chuc va phu hop vai cac chinh sack 
che do, the le, quy che tai chinh ke toan hien hanh. 

Bat ky cong viec to chuc nao truoc h4t phai th6 hien dugc tinh khoa hoc 
va hgp ly, bcri vi cong viec to chuc la yeu to quyet djnh den chat lugng va hieu 
qua cua cong tac. Hon nua, ke toan la khoa hoc quan ly thi yeu cku tinh khoa 
hoc trong cong tac to chuc la r4t can thi6t. Mat khac, cong tac k6 toan phai 
tuan thu theo nhung nguyen tic, chinh sach, che do, thd le, quy chk vk kinh i 
tai chinh, ke toan... do do, to chuc cong tac ke toan a dan vj khong chi can tinh 
khoa hoc, hgp ly ma con phai dua tren co so chap hanh dung cac quy dinh co 
tinh nguyen dc, cac chinh sach, ch4 do hien hanh cua Nha nuac. 

To chuc cong tac ke toan a dan vi phai dam bao phu hap vai dac diem to 
chuc sdn xudt, to chuc quan ly, quy mo va dia ban hoqt dong cua dan vi. 

Moi dan vi/doanh nghiep co dac diem, dihu kien thuc xk khac nhau vi 
to chuc san xuat kinh doanh, to chuc hoat dong, to chuc quan ly, quy mo vi 
trinh do san xuat kinh doanh... Do vay, to chuc cong tac ke toan d dcm>i 
muon phat huy t6t tac dung thi phai dugc t6 chuc phu hgp vdi di^u kieo 
thuc te cua dan vj. 

- To chuc cong tac ke toan a dan vi phai phu hap vai bien chi doi ngu vfl 
khd ndng trinh do cua doi ngu can bo, nhan vien ki toan hien co. 
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Moi dan vj/doanh nghiep c6 doi ngu can bo ke toan vdi trinh do chuyen 
mon nghiep vu, sir dung thilt bi phuomg tien ky thuat tin hoc... co the khac 
nhau, do vay, muon to chuc cong tac ke toan hop ly va co hieu qua thi khi to 
chuc cong tac ke toan can dam bao tinh phu hap vai doi ngu va trinh do cua ho 
thi nhung nguai lam ke toan moi co du kha nang va dieu kien de hoan thanh 
nhiem vu cong viec ke toan dugc giao. 

- To chuc cong tac ke toan phai dam bao thuc hien day du chuc nang, 
nhiem vu ke toan trong dom vi, thu nhan, kiem tra, xu ly va cung cap thong tin 
ke toan dap ung yeu cau quan ly, quan tri cua dcm vi va cua Nha nude. 

San pham cuoi cung cua ke toan la cung cap dugc cac bao cao ke toan 
(thong tin ke toan) can thiet cho cac doi tuong su dung thong tin. Nhung thong 
tin do xuat phat tir yeu cau quan ly, quan tri don vj va cua cac doi tuong su 
dung thong tin ke toan. Do vay, khi tien hanh to chuc cong tac ke toan a dan vi 
can luu y den yeu cau quan ly, quan tri cua cac doi tuong do de thiet ke he 
thong thu nhan va cung cap thong tin phai co hieu qua va huu ich. 

Khi to chuc cong tac ke toan thong thuang phai dua vao m6i quan he 
giua hach toan ke toan vai cac bo phan hach toan khac nhu hach toan th6ng 
ke, hach toan nghiep vu. Hach toan ke toan, hach toan th6ng ke, hach toan 
nghiep vu la 3 bo phan cua hach toan trong dan vj, chung d§u lam nhiem vu 
thu nhan va cung cdp thong tin phuc vu cho quan ly cua dan vi. Do do, d6 
thong tin cung cap dap ung yeu cau quan ly thi can phai ket hop chat che 
giua cac loai hach toan tren, dac biet trong ke toan quan tri thi viec kit hap 
thong tin giua hach toan ke toan, hach toan thong ke va hach toan nghiep vu 
la hit sue can thilt. 

- To chuc cong tac ke toan phai dam bao duoc nhung yeu cau cua thong 
tin ke toan va tiet kiem chi phi hach toan. 

Ke toan la cong cu quan ly, ma muc dich cua quan ly la hieu qua va tilt 
kiem, dong thai ke toan la cong viec, la hoat dong cua mot t6 chuc/bo phan 
cua dan vj cung chi phi rlt nhilu cho cong viec nay. Do vay, khi t<5 chuc cong 
tac kl toan a dan vj cung quan tarn den v&n de hieu qua va tilt kiem chi phi 
hach toan, can phai tinh toan, xem xet din tinh hop ly giua chi phi hach toan 
vai kit qua/hieu qua/tmh kinh tl cua cong tac ke toan mang lai. 
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2. Nhiem vu cua to chu>c cdng tac kl toan 

Nghien cuu nhiem vu cua td chuc cong tac ke toan a cac dorn vj la 
nghien cuu, xem xet nhumg v&n de chn phai thuc hien trong qua trinh t6 
chuc cong tac. Nhumg nhiem vu co ban cua to chuc cong tac ke toan din 
thuc hien tot nhu sau: 

2. 1. To chCrc hop ly bo may ke toan & dryn vj 

Td chuc bo may ki toan a dan vi phu hap vai dac diem, dieu kien to chitc 
san xudt kinh doanh, to chuc quan ly va phan cap quan ly tai chinh a dan vj, 
dam bao du s6 luong, co chat luong de hoan thanh moi noi dung cong viec kl 
toan cua dom vi vai chi phi tiet kiem nhat. Thuc hien ke hoach hoa cong tac k! 
toan, co su phan cong, phan nhiem rd rang cho tung nhan vien ke toan. Xac 
djnh dugc moi quan he cong viec giua bo phan ke toan vai cac bo phan quan 
ly khac trong dan vi. 

To chuc cong tac ke toan khoa hoc, hap ly la mot trong nhung tidn 
quan trong de ke toan thuc hien tot vai tro cua minh trong cong tac quan ly. 
toan la khoa hoc quan ly, no co tinh khoa hoc, ddng thdi no phai dugc ung 
dung phu hgp vai dieu kien, hoan canh cu thd cua tung dan vi thi moi phat huy 
dugc vai tro tich cue cua chung. Mat khac, cong tac k4 toan phai do mot bo 
may vai nhieu ngudi, nhieu khau dam nhiem, do vay, khi t6 chuc cong tac ke 
toan, phai d§ cap d£n to chuc bo may k£ toan, phai co ke hoach cu ihk theo 
thdi gian, phan cong, phan nhiem cu th£ cho tung bo phan, tung can bo, nhan 
vien ke toan thi mdi dam bao chat lugng va hieu qua. 

2.2. Xac djnh rd moi quan he giu>a cac bo phan trong bo may ke toan 
v&i cac bo phan quan ly khac trong do , n vj ve cac cong viec lien 
quan den cong tac ke toan va thu nhan , cung cap thong tin kinh ti 
tai chinh lien quan cho cac nha quan ly. 

Thuc te, de cung cap thong tin phuc vu dap ung yeu cau cua cac nha quan 
ly, quan trj trong dom vi, doi hoi co su lien quan va ph6i kit hop giua cac bo 
phan chuc nang trong toan dom vj (nhu bo phan k! toan, bo phan kl hoach, bo 
phan kinh doanh, bo phan t6 chuc nhan su, bo phan san xult...). Moi bo phao 
co nhiem vu neng, tuy nhien, co lien quan va co mdi quan he tao thanh bo may 
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quan ly toan dom vj. Do vay, khi to chuc bo may ke toan can xac djnh ro nhiem 
vu va moi quan he ve cung cap thong tin giua bo phan k£ toan voi cac bo phan 
chuc nang lien quan trong toan dcm vi. 

2.3. To ch&c van dung che do ke toan, chuan mire ke toan, thong le ke 
toan, Luat Ke toan da ban hanh va du^yc th&a nhan v&i viec lira chon 
mot hinh th&c ke toan phu hop v&i dieu kien cu the cua don vi 

He thong ke toan bao gom cac yeu to nhu: Luat K$ toan, he thong 
chuan muc, he thong che do ke toan...Viec to chuc cong tac ke toan a don 
vj co nhiem vu to chuc thuc hien cac phuong phap k£ toan, to chuc thuc 
hien va van dung cac nguyen tac ke toan, Luat Ke toan, he thong chuan muc 
ke toan, che do ke toan quy dinh vao don vi cho dung va phu hop de thu 
nhan, xu ly va cung cap thong tin ke toan dap ung yeu cau quan ly va quan 
trj don vj, dam bao cho ke toan thuc hien tot nhiem vu cua minh. Viec lira 
chon mot hinh thuc ke toan (Nhat ky s6 cai/Chung tu ghi s6/Nhat ky 
chung/Nhat ky chung tu) phu hop voi di6u kien cu thl cua don vi cung la 
mot trong cac nhiem vu cua t6 chuc cong tac k8 toan, nhim giup don vj t6 
chuc thu nhan, xu ly va cung cdp thong tin phu hop va hieu qua nh4t. 

2.4. To ch&c ap dung nh&ng thanh tu>u khoa hoc ky thuat, khoa hoc 
quan ly; timg bir&c trang bj va su> dung cac phuwng tien ky thuat 
tinh toan hi$n dai. To ch&c boi du&ng nang cao trinh do quan ly, 
trinh do nghiep vu cho can bo ke toan. To ch&c pho bien hu&ng 
dan cac che do, the le ve tai chinh ke toan cho can bo, cong nhan 
vien trong don vj. To ch&c kiem tra ke toan trong noi bo 

Trong dieu kien hien nay, khoa hoc ky thuat thong tin phat triSn rk nhanh 
va tin hoc da xam nhap sau vao khoa hoc quan ly, trb thanh mot y£u t6 va 
phuong tien quan trong, khong th£ thidu. Khi t6 chuc cong tac k4 toan d don vi 
can quan triet nhiem vu ung dung nhung thanh tuu khoa hoc tien ti€n, hien dai 
su dung cac chuong trinh phan mem, trang thiet bj ky thuat h6 tro tinh toan ? 
thiet lap he thong thong tin, khai thac va luu tru thong tin cho hieu qua. 

Mat khac, k4 toan la khoa hoc quan ly, no luon co sir cai ti4n va hoan 
thien cung voi sir thay doi co ch4 chinh sach kinh ti, tai chinh theo tung giai 
doan va thdi ky, do vay, ngudi lam ki toan c4n co sir hiku bi4t, cap nhat kien 
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thuc, ca che, chi'nh sach, che do mdi, cung nhu cac llnh vuc khoa hoc ky thuat 
lien quan khac. Viec to chuc cong tac ke toan cung can quan tarn den viec b6i 
duong nghiep vu chuyen mbn, cap nhat kien thuc mdi ve khoa hoc ky thuat 
lien quan (tin hoc, cac thiet bi thong tin...) cho can bo, nhan vien ke toan. 

Dbng thdi, qua trinh hoat dong cua dom vj chinh la qua trinh thuc hien cac 
chinh sach, che do quan ly kinh te, tai chinh cua Nha nude. Ke toan vdi tu each 
la cong cu phuc vu quan ly kinh te, tai chinh cua don vj va Nha nude, do vay, 
d£ thuc hien tot cac chinh sach, che do cua Nha nude, khi to chuc cong tac k£ 
toan d dom vi phai thuc hien nhiem vu pho bien, hudng dan va kiem tra qua 
trinh chdp hanh chinh sach, che do quan ly kinh t6, tai chinh, nh^m dua cong 
tac k4 toan va cong tac quan ly cua don vj vao nen n6p. 

3. Nhung nhan td tac dong va can ci> dl t6 chu»c cong tac k§ toan d cac 
do»n vj khoa hoc va hop ly 

a) Nhirng nhan td tac dong den td chuc cong tac k§ toan & dan vj 

- Nhan to ve to chuc san xuat kinh doanh/to chuc hoat dong a dan vi. 

Moi mot dom vi/doanh nghiep co dac diem hoat dong khac nhau, quy trinh 
cong nghe, dac diem san pham cung co th§ khac nhau. Do do, no se chi ph6i 
tdi viec to chuc quan ly cua dom vj, trong do co td chuc cong tac ke toan. 
Nhumg dac diem ve to chuc san xuat kinh doanh/td chuc hoat dong cua don vj 
anh hudng nhidu den viec td chuc hach toan, xac djnh he thong tai khoan k£ 
toan, lua chon hinh thuc, loai hinh td chuc bo may ke toan, hoac phuomg phap 
tinh gia... 

- Nhan to ve to chuc bo may quan ly cua dan vi. 

Td chuc bo may quan ly cua dom vj, quy mb, trinh do, yeu cdu quan ly va 
tinh hinh phan cap quan ly tai chinh d dom vj la nhan td quan trong anh hudng 
den td chuc cong tac ke toan. Cu the la anh hudng den viec lira chon hinh thuc 
to chuc bo may ke toan (tap trung hay phan tan, hay vua tap trung vua phan 
tan, hay to chuc theo mo hinh cong ty me, cong ty con...); anh hudng ddn t6 
chuc hach toan noi bo dom vj; anh hudng den td chuc phan cong cong viec cho 
cac nhan vien ke toan, nhan vien hach toan, cung nhu viec td chuc cong tac 
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hach toan ban ddu; m6i quan he giua cac bo phan ka toan, thdng ke, kd hoach, 
tighiep vu trong dorn vj... 

- Nhan to ve trlnh do khoa hoc ky thuat ung dung trong cong tac quan ly 
cua dan vi. 

Viec thu nhan, xu ly va cung cap thong tin phu thuoc rdt nhidu vao viec t6 
chuc ung dung cac chuong trinh phdn mem, cac trang thi4t bj khoa hoc thong 
tin. Do vay, trong qua trinh to chuc cong tac ke toan or don vj cung bi chi phoi 
va anh hucmg boi yeu to trinh do umg dung khoa hoc, cong nghe thong tin cua 
don vj, no chi phoi tori viec xac dinh co cau phong k4 toan, viec phan cong 
nhan vien ke toan, to chuc ma hoa cac d6i tuong quan ly, ma hoa tai khoan k4 
toan, xac dinh hinh thuc ke toan ap dung cho phu hop... 

b) Can cir de to chuc cong tac ke toan & cac dan vi khoa hoc va hpp ly 

Moi dcm vi hoat dong a cac llnh vuc khac nhau, nganh khac nhau, co quy 
mo va pham vi hoat dong khong hoan toan giong nhau; quy trinh hoat dong 
khac nhau va con nhi£u yeu t6 khac nhau nua, do vay, noi dung cac ph£n hanh 
ke toan cu the cung khac nhau, khoi luomg cong viec k4 toan khac nhau va yeu 
diu quan ly cu the cung co th^ r§t khac nhau, nen khong thk t6 chuc mot mo 
hinh bo may ka toan voi cac noi dung cong viec cu tha thich hop cho moi don 
vi ka toan dugc. Dieu do cho thky ding, m6i don vj se phai tu xay dung cho 
minh mot mo hinh, mot hinh thuc to chuc cong tac ke toan phu hop voi don vi. 
Da t6 chuc khoa hoc va hop ly cong tac ka toan a dom vj chn phai dua vao cac 
can cu chu yau sau: 

- Can cu vao Luat Ke toan, he thong chudn muc, chi do ke toan hien 
hanh, can cir vao cac che do thi le, quy chi quan ly kinh ti, tai chinh cua Nha 
nuac va cua nganh. Nha nude Viet Nam luon quan tarn din vdn di hodn thien 
to chuc cong tac ke toan. 

Nhung van ban phap ly hien hanh lian quan d4n Luat, chudn muc, cha 
do ka toan, tai chinh la co so t6 chuc cong tac ka toan a cac don vj trong 
tung thoi ky. 

Khi t6 chuc cong tac ka toan phai dura tran nhung nguyan tdc t6 chuc 
chuan muc, cha do ka toan da ban hanh va ndm vung chuc nang, nhiam vu 
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cua k£ toan de thuc hien. Dong thai dua vao nhumg quy dinh cua Nha nuoc 
co tinh nguyen tic va che do, nhu: nguyen tic t6 chuc bo may ke toan, cac 
chudn mure quy dinh, che do huang dan ve ke toan de to chuc cong tac to 
toan a dan vj dk khong vi pham nguyen tac va ch4 do quy dinh, nhu vay 
mai dap ung yeu cau va nhiem vu da xac dinh. 

- Can cu vao dac diem, quy mo, tinh chat boat dong, linh vuc va muc dick 
hoat dong cua dcm vi de to chuc cong tac ke toan cho phu hop. 

Dura vao dac diem, quy mo, quy trinh hoat dong cua dan vj de xac dinh 
bien che bo may ke toan, to chuc cac phan hanh cong viec ke toan theo cac bo 
phan trong bo may va bo tri ke toan vien thuc hien tung phan hanh cong viec 
cho phu hop vori kha nang va trinh do. 

Dua vao dac diem ve linh vuc hoat dong, tinh chat va muc dich hoat dong 
(doanh nghiep SXKD/dan vj su nghiep/ca quan hanh chinh/ngan hang/kinh 
doanh chung khoan...) de biet dan vj phai tien hanh k4 toan theo ch4 do ki 
toan nao, su dung he thong tai khoan nao cho phu hop vai quy dinh... 

- Can cu vao muc do phan cap quan ly kinh ti, tai chinh a dan vi. 

Dua vao can cur nay de lira chon mo hinh to chuc cong tac ke toan a dan 
vj cho phu hop (tap trung/phan tan/vua tap trung vua phan tan), t6 chuc dan vi 
ke toan 1 cap hay 2 cap (don vj ke toan ca sa va cac don vj ke toan phu thuoc) 
hay to chuc ke toan theo mo hinh cong ty me - cong ty con... 

- Can cu vao kha nang va trinh do doi ngu can bo ki toan cua dan vi. 

Dua vao can cu nay dk lua chon hinh thuc k6 toan thich hap ap dung 6 
dcm vj, nham thuc hien tot viec ghi chep va he thong hoa thong tin ke toan. 
cung nhu dam bao cong tac tai chinh, cong tac thdng ke a dan vj cung duoc 
thuc hien tot va thuan loi cho viec b6 tri sap x4p cong viec cho cac nhan vien 
ke toan phu hop. 

Khi to chuc cong tac ke toan a dan vj con phai dua vao m6i quan he giua 
hach toan ke toan vdi hach toan thdng ke va hach toan nghiep vu. 

- Can cu vao trinh do trang bi vd kha nang img dung cong nghe thong m 
vao cong tac ke toan a dan vi. 
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To chuc bo may kd toan a dom vj khoa hoc va hop ly khong nhung dam 
bao chit lugng, hieu qua cong tac ke toan, tai chinh, thong ke, ma con tiet 
kiem dirge chi phi hach toan. Vi vay, cac don vj se umg dung cong nghe thong 
tin va trang bi cac phuomg tien ky thuat ho trg tinh toan, xu ly va liru trur thong 
tin. Tuy nhien, mure do umg dung va trang bj thidt bj cua cac dom vj co the a 
cac trinh do khac nhau. Do do, khi to chuc cong tac ke toan cac dom vj can 
phai chu y den dac diem nay sao cho phu hop vdi trinh do cua dom vj, dong 
thai theo xu hudng hien dai hoa thiet bi va cong nghe thong tin. 

TOM LAI: 

De thuc hien viec to chuc cong tac ke toan, trude het c4n phai nam vung 
nhung yeu cau va nhiem vu cua van de nay de khi to chuc cong tac ke toan d 
don vi dap umg dugc nhung yeu cau va nhiem vu do. Cac yeu cau va nhiem vu 
cua to chuc cong tac ke toan co moi quan he rang buoc nhau. Mat khac, co 
nhieu nhan to tac dong den to chuc cong tac k4 toan c4n quan tarn khi ti£n 
hanh to chuc cong tac k4 toan d cac dom vi. 

bAi TAP: 

Cau 3: Neu nhumg nhiem vu co ban cua td chuc cong tac k6 toan d don 
vj? 

Cau 4: Neu cac nhan td tac dong den td chuc cong tac kd toan d don vj? 

IV. NOI DUNG TO CHITC CONG TAC K£ TOAN 0 CAC DO N V| 

GICH THIEU: 

Trong ph^n nay, chung ta se nghien cuu khai quat nhumg noi dung cua td 
chuc cong tac kd toan d cac dom vi va nhumg cong viec chinh cua tung noi 
dung td chuc do. Sau khi hoc xong muc nay, anh/chj se co thd: 

- N^m dugc khai quat nhumg noi dung co ban cua td chuc cong tac kd toan 
d dom vj dd lam co sd nghien cuu nhung v£n dd cu thd, nhumg cong viec cu thd 
can phai tien hanh khi td chuc cong tac kd toan d cac chuong sau. 

- Nto dugc nhumg noi dung chinh td chuc ung dung cong nghe thong tin 
vao cong tac kd toan cua dom vi. 
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N0I DUNG: 


Nghien ciru noi dung cua to chirc cong tac ke toan d dcm vj la xac djnh 
nhung cong viec chu yeu va co ban can tien hanh khi ti chirc cong tac ki toan. 
Ke toan tren giac do la mot mon khoa hoc quan ly phai to chirc de xac djnh ro 
doi tuiTiig ke toan cu the trong timg don vi, van dung cac phucmg phap ki toan 
phu hop, lira chon mot hinh thiic ke toan thich hop. Tren giac do la mot bo 
may ke toan, la nhung con nguoi am hieu nghiep vu, noi dung va cac phucmg 
phap ki toan, co dao dire phim chat nghi nghiep, co thi hoan thanh tit moi 
nhiem vu, phan hanh cong tac duoc giao, cung voi he thdng trang thidt bi tren 
tign phu hop. Noi dung t6 chuc cong tac k4 toan o mot don vj bao g6m: 

1. T6 chirc he thdng chirng tCp k§ toan, t6 chirc cong tac hach toan ban 
dau va t6 chirc luan chuyln chirng tir k4 toan mot each khoa hoc va 
hop ly 


Day chinh la cong viec t6 chirc thu nhan thong tin vg noi dung cac nghiep 
vu, giao djeh kinh ti tai chinh phat sinh 6 don vj va kiem tra tinh hop phap, 
hop ly, hop le cua cac nghiep vu va giao dich do. 


Cong viec nay chinh la cong viec t6 chirc van dung he thdng chirng tir da 
duoc ban hanh, quy djnh cac mlu bi4u chung tir noi sinh (Chung tir xir ly 
nghiep vu ke toan). T6 chuc cong tac hach toan ban diu o tdt ca cac bo phan 
trong don vj, dam bao cac nghiep vu kinh t4 phat sinh d4u duoc phan anh 
chinh xac, day dii, kip then vao cac chirng tir k4 toan theo quy dinh T6 chuc 
luan chuyen chung tir mot each khoa hoc va hop ly dam bao nguyen tic thcri 
gian luan chuyen nhanh nhat, dubng di ngin nhlt, khong triing lap, khong bo 
sot nhung nori chung tu can di qua. 


Nhung cong viec chinh cua noi dung td chuc nay Id: 

- Xac djnh he thing chirng tir ki toan ap dung 6 don vi: dua vao he thing 
chung tu ke toan cua Nha nude (Bo Tai chinh) ban hanh ap dung cho loai hinh 
don v, minh va can cir vao dac diem, yeu cdu quan ly cac dii tuong ki toan, 
noi dung cac hoat dong, nghiep vu, giao djeh kinh ti, tin chinh se phat sinh 6 
don v, minh de xac djnh nhung chung tir se ap dung d don vi. Ngoai cac chung 
hr theo quy djnh chung cua Nha nude, tiiy dac diim cu thi va yeu ciu quan ly 
cua don vi, cd the quy djnh nhung chung tir noi bp sir dung neng ciia don vi 
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- To chuc hach toan ban dau: thidt lap cac quy dinh ve lap chung tu, xu ly, 
iem tra chumg tu, phan loai va tong hop chung tu. Chung tu kd toan lap phai 

: tam bao tinh hop phap, hgrp ly va hop le, trung thuc va khach quan. 

- To chuc luan chuydn chung tu va ghi sd kd toan la budc ti4p theo cua 
ua trinh xu ly va luan chuydn chung tu. Lap ke hoach luan chuydn chung tu 
i thiet ke dudng di cua tung loai chung tu den cac bo phan kd toan lien quan, 
ua vao do qua trinh van dong cua chung tu phat sinh se dugc thuc hien co 
nh on djnh, khoa hoc, hop ly, tranh trung lap, bo sot hoac luan chuyen vong 
eo, khong khoa hoc. 

- Luu tru va bao quan chung tu ke toan sau khi da dugc su dung de ghi so 
ce toan. Viec luu tru va bao quan chung tir k6 toan dugc thuc hien theo quy 
Jinh chung cua Luat K6 toan. 

2. To chuc van dung hg thdng tai khoan k§ toan thdng nh4t ap dyng vao 
he thdng k§ toan a dun vj 

Day chinh la cong viec t6 chuc he thdng hoa va xu* ly thong tin ke toan 
ih^m dap ung dugc nhung yeu cau cua thong tin kd toan. Muon thuc hien 
3ugc dieu do phai to chuc thuc hien cac phuong phap kd toan, cac nguyen tic 
ke toan, t6 chuc he thdng sd kd toan dd co thd he thdng hoa thdng tin kd toan. 

Cong viec nay chinh la cong viec td chuc van dung he thdng tai khoan kd 
toan theo quy dinh phu hgp voi dac didm cac loai tai san, cac khoki ng phai tra 
va cac loai nguon von chu sd him d don vj. Dam bao moi ddi tugng kd toan co 
mot tai khoan phan anh tinh hinh hien co va su bidn dong cua doi tugng do, 
lap ung yeu cau quan ly cua timg don vj. Td chuc va quy dinh cac tai khoan 
:ip 2, cap 3, v.v... phu hgp vdi yeu cau ke toan chi tiet cac ddi tugng va yeu 
cau quan ly cua don vj. Dam bao moi don vi co mot he thong tai khoan rieng 
dap ung yeu cau phan loai cac nghiep vu kinh td theo tung ddi tugng kd toan 
giup cho ngudi quan ly nam dugc tinh hinh hien co va su bidn dong cua tung 
ddi tugng kd toan cu thd. 

Nhvrng cong viec chinh cua noi dung to chuc nay la: 
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a) Xdc dinh so lit an g tdi khoan ke loan tong hap , tdi khodn chi tih q 
dung a dan vi. Khi xdc dinh so litang tdi khodn ke todn dp dung a dan ij 
can qudn triet cac nguyen tdc sau: 

- He thdng tai khoan ap dung a dom vi phai dam bao bao quat dugc day di 
cac hoat dong kinh te, tai chinh, cac nghiep vu, giao dich phat sinh a tat ca cac 
bo phan trong don vi. Co nhir vay, ke toan mdi co the thu nhan, phan anh <& 
du nhung thong tin thuoc tat ca cac doi tugng ke toan can quan ly a dcm vi. 

- Dan vi khong dugc tir y quy dinh them cac tai khoan tong hap (tai khoai 
cdp 1) ngoai cac tai khoan tong hap trong he thong tai khoan ke toan theo chi 
do quy dinh. 

- Cac tai khoan chi ti4t (tai khoan cap 2, cap 3, 4...) nganh va dan vi, co 
th£ quy dinh chi tiet cu the hoac mo them cac tai khoan chi tiet de phuc vu yen 
c4u quan ly theo tinh chat dac thu cua dan vj. 

- He thong tai khoan ke toan phai dugc xay dimg don gian, de lam, de 
kiem soat dap urng yeu cau quan ly cua dan vi va nhung doi tugng su dung| 
thong tin ke toan. 

- He thong tai khoan ke toan xay dung phai dap ung yeu cau xu ly thong 
tin bang phan mem va may tinh, thoa man thong tin cho cac nha quan ly va 
quan tri. 

b) Xdc dinh noi dung , ket cau , phqm vi ghi chep tren cac tdi khodn ki 
todn tong /tap va tdi khodn ke todn chi tiet 

Noi dung, ket cau, pham vi hach toan tren cac tai khoan ke toan tong hop 
va chi tiet phai dugc xay dung phu hgp vbi dac diem cu the cua nganh, cm 
dan vj, dong thdi phai dam bao tinh thong nhat cua che do ke toan Nha niroc 
quy djnh. 

3. T6 chipc lira chon hinh thi>c k§ toan phu hgp vo»i dac di§m hoat dong 
san xu4t kinh doanh, phu hgp voi kha nang va trinh do cua doi ngu 
can bo k§ toan hien co 6» do»n vj 

Hinh thuc ke toan la he thong so ke toan, bao gom so lugng s6, k£t can 
mau so, moi quan he giua cac loai so dugc su dung de ghi chep, t6ng hgp, he 
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'hong hoa s6 lieu tu cac chung tu g6c theo mot trinh tu va phuomg phap ghi so 
ihat djnh, nhim cung c4p cac tai lieu, so lieu, thong tin lien quan den cac chi 
ieu kinh t§ tai chinh, phuc vu viec lap cac bao cao ke toan. 

Nhu vay, hinh thuc ke toan la viec to chuc he thong so ke toan theo cac 
>huomg phap thich hop, lay so lieu lap bao cao ke toan. 

Dac trumg cua hinh thuc k4 toan la he thong so ke toan su dung de hach 
oan, trinh tu va phuomg phap ghi chep tren cac so ke toan de he thong hoa 
luge toan bo thong tin v£ cac hoat dong kinh te tai chinh a dom vj. Cac hinh 
hue ke toan trong qua trinh ghi nhan va he thong hoa thong tin can giai quyet 
luge cac quan he, do la: 

- Quan he giua ghi s6 theo thu tu thoi gian va ghi theo he thong cac 
ighiep vu kinh te phat sinh. 

- Quan he giua ghi so ke toan tong hgp va ghi so ke toan chi tiet. 

- Quan he kiem tra doi chieu giua cac so ke toan va tai lieu ke toan lien 
quan de dam bao tinh chinh xac cua so lieu ke toan. 

Hien nay, co nhieu hinh thuc ke toan dugc cac dom vj su dung, do la: 

- Hinh thuc ke toan Nhat ky so cai. 

- Hinh thuc ke toan Chung tu ghi so. 

- Hinh thuc k£ toan Nhat ky chung tu. 

- Hinh thuc ke toan Nhat ky chung. 

M6i hinh thuc ke toan thich hgp voi dom vj a tung thai ky, phu hgp vai 
tung quy mo, trinh do quan ly, trinh do nghiep vu chuyen mon cua doi ngu 
nhan vien ke toan, tinh hinh tien bo khoa hgc ky thuat ap dung trong k£ toan. 

Vi vay, lira chon mot hinh thuc ke toan thich hgp la mot trong nhung noi 
dung cua to chuc cong tac ke toan a dom vi. 

Nhung cong viec chinh cua noi dung to chuc nay la: 
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a) Lua chon mot trong cdc hlnh thuc ki toan trin dp dung vdo don vj 
cho phu hop voi dieu kien cu thi cua don vi. Khi lua chon hlnh thuc ki toon 
dp dung can chu y mot si diem sau day: 

Lira chon hinh thuc k4 toan phu hop se phat huy day du vai tro cua U 
toan trong thu nhan, xu ly, cung cdp thong tin, co tac dung hieu qua trong 
quan ly. Mat khac, lira chon hinh thuc ke toan ap dung a dorn vi phu hap se 
tao diSu kien phat huy duac kha nang va trinh do cua c&n bo ke toan, cung 
nhu kha nang trang thi§t bi phuang tien ky thuat tinh toan va thong tin 6 
dan vi nh&m thu nhan, xu ly va cung dip thong tin kip thai, day du, dap ung 
cac yeu cau quan ly cua don vj, phuc vu cho chi dao, quan ly san xuat kinh 
doanh co hieu qua. N^u lira chon hinh thuc ke toan khong phu hop thi se co 
ket qua ngugc lai. 

- Can cu vao dieu kien cu the ve quy mo, dac diem hoat dong, yeu cau 
quan ly, dieu kien ve trinh do nhan vien ke toan, ung dung trang thiet bj, 
phuang tien ky thuat tinh toan, thong tin de xac djnh hinh thuc k£ toan cho phu 
hop. Gia su, quy mo nho, hoat dong khong Ion, it nhan vien ke toan ma ap 
dung hinh thuc k6 toan Nhat ky chung tu thi se khong hieu qua va khong phu 
hop. Hoac dan vi co quy mo vua va Ian, nhi6u hoat dong ma ap dung hinh 
thuc Nhat ky so cai thi dung la khong phu hop mot chut nao ca. Hoac trong 
dieu kien ap dung may vi tinh n4u ap dung hinh thuc k4 toan Nhat ky chung tir 
se kho khan cho khau lap trinh hon la ap dung hinh thuc k4 toan Nhat ky 
chung... 

- Khi lira chon hinh thuc ke toan ap dung vao don vj can can cu vao dac 
diem, uu nhugc diem va dieu kien ap dung cua tung hinh thuc ke toan de so 
vai dieu kien cu the cua don vi cho phu hop. 

b) Xdy dung he thdng sd ki toan dp dung & don vi cho phu hop v&i hinh 
thuc ke toan da lua chon . Mdi mot hlnh thuc ki toan co thi co he thing sd 
ki toan cu thi khac nhau . Tuy nhiin , danh muc he thing si ke toan thu&ng 
bao gim cdc loai: 

- So ke toan tong hop; 

- So ke toan chi tiet. 
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Khi xay dung he thdng s6 kd toan, dom vi can chu y mot so diem sau: 

- Phai tuan thu cac nguyen tkc ca ban cua hinh thuc kd toan ve loai sd, ket 
cau cac loai sd, m6i quan he va sir kdt hop giua cac loai so, trinh tu va phirang 
phap ghi so. 

- Xac dinh dhy du so lirong cac so ke toan tdng hap, so ke toan chi tiet can 
su dung dam bao ghi chep day du thong tin, so lieu dap ung yeu cau quan ly 
cua don vj va theo che do quy dinh. 

- Doi vdi cac so ke toan tong hop, don vi phai dua tren ca sd he thong so 
ke toan tong hop theo che do quy djnh de xay dung ca ve loai so, mau so, 
phuong phap ghi chep. 

- Doi vai cac so chi tiet, don vj co the quy dinh chi tiet cu the hoac md 
them cac so chi tiet (so luong so, mau so, phuong phap ghi chep...) de phuc vu 
yeu cau quan ly theo tinh chat dac thu cua dan vi. 

- He thong so ke toan phai dugc xay dung dan gian, dl lam, dl theo 
doi, dap ung yeu cau quan ly cua dan vi va nhung doi tuong su dung thong 
tin ke toan. 


- He thong so ke toan xay dung phai dap ung yeu cku xur ly thong tin bang 
phan mem va may tinh, thoa man thong tin cho cac nha quan ly va quan trj. 

c) To chirc ghi chep cdc nghiep vu kinh te tdi chinh , cac giao dich phdt 
sinh a dan vi vao cdc so ke toan theo dung quy tdc f trinh tu ghi sd va nguyen 
tdc hach toan . 

Khi t6 chuc ghi so k4 toan phai can cu vao cac chung tu goc hop phap 
hap le de ghi day du vao cac so tong hap, so chi tiet theo dung phuong phap 
hach toan (dinh khoan) che do quy djnh, theo dung quy tie ghi so v& dung 
trinh tu ghi so cua hinh thuc ke toan ap dung. 

4. t 6 chine he thdng bao cao kd toan va to chuc he thdng thong tin tai 
chinh, kd toan 6* dan vj 


He thdng thdng tin vd kinh td, tai chinh, ke toan cua don vi dugc thu nhan 
va cung cap qua he thong bao cao kd toan. Bao cao ke toan cung c4p nhung 


31 


So hoa bai Trung tam Hoc lieu - DH TN 


http://www. Irc-tnu. edu. vn 


thong tin din thiet cho cac doi tucmg su dung, dong thcri bao cao ke toan cung 
la hinh thuc cua phuomg phap Tong hop - can doi ke toan, no tong hop so lieu 
tvr cac so kd toan lien quan theo cac chi tieu kinh te tai chinh can thiet. Thong 
tin cung dip cho cac doi tucmg su dung dugc phan thanh 2 loai la: Doi tucmg 
ben ngoai dom vj va doi tucmg ben trong dom vj, do vay, to chuc he thong bao 
cao ke toan cung can phai thiet ke 2 he thong bao cao la: Bao cao tai chinh va 
Bao cao ke toan quan trj. 

Td chuc he thdng bao cao ke toan va to chuc he thong thong tin tai chinh, 
ke toan a dorn vi chinh la cong viec lap, cong khai va su dung cac bao cao tai 
chinh, bao cao ke toan quan tri. 

Nhung cong viec chinh cua noi dung to chuc nay la: 

a) To chuc xdy dung he thdng bao cao ke toan dp dung a dan vi 

He thong Bao cao ke toan a dom vj phai xay dung gom 2 loai: Bao cao tai 
chinh va Bao cao ke toan quan tri. 

- Bao cao tai chinh la bao cao ke toan bat buoc, do Nha nude (Bo Tai 
chinh) ban hanh co tinh thong nhat. Vi vay, dom vj phai xac djnh du sd lucmg 
bao cao nay va tuan thu dung mau bieu quy djnh, noi dung, ket clu, phuomg 
phap tinh toan cac chi tieu, cung nhu cac quy djnh khac v£ thoi han lap va nop 
bao cao theo che do ke toan hien hanh (nhu d6i voi doanh nghiep bao g6m: 
Bang can doi ke toan; Bao cao ket qua kinh doanh; Bao cao luu chuydi tiln te; 
Thuyet minh bao cao tai chinh). Trong che do ke toan cua Bo Tai chinh con 
quy djnh cu the horn he thong bao cao tai chinh nam va giua nien do va he 
thdng bao cao tai chinh hop ntat va tdng hop. Khi xay dung cac Bao cao tai 
chinh, dom vj phai can cu vao che do bao cao tai chinh de xay dung cho phu 
horp. Dom vj khong tu y thay doi s6 lucmg, mau bidu bao cao tai chinh. 

- Bao cao ke toan quan tri la cac bao cao chu yeu cung cap thong tin phuc 
vii cho quan ly, quan tri cu the cua dom vj. Day la cac bao cao ke toan noi bo. 
He thong bao cao ke toan quan trj la he thdng bao cao kd toan khong bk buoc. 
Bo Tai chinh khong quy djnh bat buoc ve so luomg, noi dung, mau bieu bao 
cao ke toan quan tri. Bao cao ke toan quan tri khong co tinh phap ly va b4t 
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buoc, do vay, tuy thuoc dac diem to chuc quan ly, hoat dong va yeu cau quan 
ly cua don vi de xac dinh so luong cac bao cao ki toan quan trj din lap. Ve 
mat nguyen tic, nhtrng ngubi diiu hanh, quan ly dom vj cin nhung thong tin gi 
thi se thiet ke he thong bao cao ke toan quan trj do. Sau do thiet ke mlu bao 
cao ke toan quan tri cho phu hop voi noi dung bao cao va yeu cau thong tin 
can cung cip. 

- Khi thiet ke cac chi tieu tren cac bao cao ke toan (ke ca bao cao ke toan 
tai chinh va bao cao ke toan quan tri) can chu y mot so diem sau: 

• Cac chi tieu trong cac bao cao ke toan phai ro rang, dl hilu. 

• Cac chi tieu bao cao phai thich hop voi cac yeu ciu cua cac d6i tuomg su 
dung thong tin k6 toan. 

• Noi dung cac chi tieu phai nhat quan va dam bao tinh chat so sanh duoc. 

b) To chuc lap cac Bao cao ke toan cua dan vi 

- Lap bao cao ki toan la cong doan cudi cung cua quy trinh s6 lieu ke 
toan. Sau khi ghi s6 ki toan t6ng hop, s6 ki toan chi tiit, djnh ky hoac vao 
nhung thbi diim nhit dinh theo yeu ciu quan ly, k6 toan tiin hanh lap cac bao 
cao ke toan tai chinh va bao cao ki toan quan trj. 

- Xay dung ki hoach cu thi vi nhan sir, thoi gian, thbi diim lap va hoan 
thanh bao cao ke toan. To chuc phan cong nhan vien ki toan chiu trach nhiem 
lap cac loai bao cao ki toan cu thi, phan cong ngudi/bo phan cung cip si lieu 
cho bo phan lap bao cao, xac djnh cu thi thbi gian lap, thbi gian kiim tra, thbi 
gian cong khai cac bao cao ki toan. 

- Khi lap cac bao cao ki toan cin phai tuan theo quy trinh va quy dinh cua 
viec lap bao cao ki toan: 

• Can cu vao sb lieu, thong tin tren cac si ki toan ting hop va si ki toan 
chi tiit, cac tai lieu lien quan khac di lap cac chi tieu tren cac bao cao 
ki toan. 

• Truoc khi lap bao cao ki toan phai tiin hanh kiim tra, dii chiiu cac si 
lipu tren cac si ki toan, dam bao si lieu chinh xac, khop dung giua cac 
so lien quan. 
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• Tien hanh lap cac bao cao theo dung noi dung cac chi tieu, phucmg 
phap tinh toan, nguyen tic lap va trinh bay cac chi tieu tren cac bao cao 
ki toan. 

• Sau do tien hanh kiem tra, doi chiiu so lieu tren cac bao cao ke toan 
dam bao do chi'nh xac so lieu de trinh lanh dao ky duyet. 

- Tit ca cac bao cao ke toan, ke ca bao cao tai chinh va bao cao ke toan 
quan tri deu phai dam bao cac yeu cau co ban cua bao cao ke toan va thong 
tin kinh ti tai chinh la: trung thuc, khach quan, kip thoi, day du, so lieu 
dang tin cay. 

5. To chijpc bo may k4 toan, dam bao hoan thanh moi cdng viec k4 toan 
trong do»n vj vo»i ch4t lipang cao nh4t vai chi phi k4 toan ti4t kiem nh4t 

Quyet djnh d4n sir thanh bai cong tac k4 toan a mot dom vi chinh la bo 
may ke toan vdi nhung con ngudn am hieu noi dung nghiep vu va cac phuong 
phap ke toan. To chuc hop ly bo may ke toan-voi su phan cong, phan nhiem ro 
rang, xac djnh moi quan he giua cac nhan vien ke toan vcri nhau, moi quan he 
giua bo may ke toan vcri cac bo phan quan ly khac trong dom vi la mot trong 
nhung noi dung cua to chuc cong tac ke toan trong don vi. Thuomg xuyen to 
chuc boi duong nang cao trinh do nghiep vu quan ly, trinh do nghiep vii k! 
toan cho doi ngu nhan vien ke toan trong don vj. Timg buac trang bi cac 
phucmg tien ky thuat tien tien phuc vm cho cong tac ke toan cua dom vj. 

Nhung cong viec chinh cua noi dung to chuc nay la: 

a) Lura chon hinh thirc to chirc bo may ki toan dp dung a dan vj cho 
phii hap vai dac diem to chirc quan ly, quy mo boat dong 

- Hien co 3 hinh thuc to chuc bo may k4 toan la: 

• Hinh thuc to chuc bo may k4 toan tap trung. 

• Hinh thuc to chuc bo may ke toan phan tan. 

• Hinh thuc to chuc bo may ke toan vua tap trung vua phan tan. 

- Khi lira chon hinh thuc to chuc bo may k4 toan c4n cin cu vao dac di4n 

to chuc hoat dong kinh doanh, quy mo hoat dong (cac bo phan/don vi thuoc’ 
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true thuoc), t6 chuc bo may quan ly, trinh do, muc do phan cap quan ly, hach 
toan kinh doanh cua tung bo phan, don vi true thuoc... de to chuc bo may kd 
toan cho phu hop. 

- Xac dinh don vj ke toan chinh (Phong ke toan trung tam/don vi chinh), 
cac dom vi ke toan phu thuoc, cac dom vi hach toan bao so va quy dinh moi 
quan he, co che lam viec, che do bao cao, thong tin giua cac don vj ke toan voi 
ke toan don vj chinh (trung tarn). 

b) Xac dinh bien che can bo, nhan vien bo may ke toan dan vj chinh vd 
cac dan vj phu thuoc/truc thuoc . Phan cong cac bo phan ke toan trong 
pit dug ke toan vd phan cong nhiem vu cua tieng can bo, nhan vien ke toan 

c) To chirc cong tac ke toan quan trj trong dan vj 

- Ke toan quan tri la mot he thong trong he thong ke toan chung cua don 
vj, no phuc vu cho quan tri don vj va tu van giup nha quan ly ra cac quyet dinh 
kinh doanh phu hop va hieu qua. 

- Trong qua trinh to chuc cong tac ke toan 6 don vi, k! toan truemg 
(Truong phong ke toan) phai lira chon 1 trong 2 mo hinh to chuc k4 toan quan 
tri sau: 

• To chuc cong viec ke toan quan trj va cong viec k6 toan tai chinh k4t 
horp trong cung qua trinh (thu nhan, xu ly, phan tich, t6ng hop va cung 
cap thong tin). 

• To chuc cong viec ke toan quan trj va cong viec kd toan tai chinh 
rieng re trong cac qua trinh (thu nhan, xu ly, phan tich, tdng hop va 
cung cap thong tin). 

d) To chirc boi duv’ng cap nhqt vd ndng cao trinh do nghiep vu cltuyen 
mon, kltoa hoc ky thuat quan ly vd cac van de ve dqo dire nghi nghiep cho 
can bo, nhan vien ke toan 

6. To chirc thirc hien ki§m tra k§ toan noi bo 

To chuc kiem tra ke toan la mot trong nhung noi dung co ban va la cong 
viec khong thd thidu duoc cua t6 chuc cong tac kd toan. Kidm tra kd toan se 
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tang cuang tinh dung dan va hap ly, trung thuc, khach quan cua qua trinh hach 
toan a dan vi. Dong thai do cung la cong viec kiem tra, giam sat viec thuc hien 
cac chinh sach, che dd ke toan, tai chinh cua dan vi. 

Nhvtng cong viec chinh cua noi dung to chuc nay la: 

- Xac dinh nhung noi dung can kiem tra (cua ke toan vien tu kiem tra, cua 
ka toan truang doi vai cong viec cua cac bo phan ke toan, cua phong ke toan 
trung tarn - dan vi chinh doi vai cac dan vj ke toan bao so/phu thuoc...) 

- Xay dung k4 hoach va che do kiem tra ke toan trong toan dan vi (ke ca 
dan vj chinh va cdc dan vj phu thuoc). 

- T6 chuc va huang din cho tu ban than ke toan vien kiem tra viec ghi so, 
hach toan cua minh. 

- To chuc kiem tra cong tac ke toan cua cac bo phan ke toan va cac dan vj 
ke toan trong toan dan vj. 

Kiem tra ke toan nhlm lam cho cong tac ke toan dap ung dugc yeu clu va 
la cong viec thuang xuyen cua to chuc cong tac ke toan. Co nhieu hinh thuc to 
chuc kiem tra ke toan: 

• Do ke toan truang (ke toan tong hap) kiem tra cong viec kl toan cac k£ 
toan vien. 

• To chuc kilm tra cheo, bo phan nay kilm tra cong viec k6 toan khac. 

• Mai bo phan k4 toan cap tren kilm tra cong tac k4 toan cua don vi. 

Kiem tra ke toan bao gom rdt nhieu noi dung, cu thi: 

- Kilm tra viec lap chung tu va luan chuyln chung tu, dam bao moi 
nghiep vu kinh ta phat sinh dlu dugc phan anh chinh xac, kip thai. 

- Kilm tra viec ghi s6 ke toan dung trinh tu che do quy dinh. 

- Kiem tra chuc trach, nhiem vu cua tung can bo, nhan vien ka toan. 

- Kiam tra viec lap, su dung va cong khai cac bao cao ka toan.v.v. 
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7. T6 chu>c u»ng dung cong nghe thong tin vao cong tac kd toan 

Trong dieu kien nen kinh te thi tnrdng phat trien vdi toe do ngay can g 
nhanh; quy mo hoat dong cua cac doanh nghiep ngay cang ldn, dia ban rong. 
thong tin ngay cang nhieu, da dang va phuc tap hon. Trong hoan canh nhu vay 
yeu cau cua cac chu doanh nghiep, cac nha quan ly dieu hanh can phai nam bat 
thong tin va xu ly thong tin nhanh nhay, kip thoi de de ra cac quyet dinh kinh 
doanh, tan dung duoc thoi co va co hieu qua. Viec tinh toan va xu ly mot khoi 
luong du lieu, s6 lieu va thong tin ldn trong mot thdi gian han che vdi yeu cau 
cao nhu vay thi sir tro giup cua he thong may vi tinh la rat can thiet. 

Thuc te, khoa hoc cong nghe thong tin, khoa hoc quan ly dang ngay 
cang phat tri6n cao. Viec thu nhan, cung cap thong tin theo each thu cong 
hoac phuong tien may tinh gian dorn trong ke toan khong con phu hop, dieu 
do da co cong nghe may vi tinh hien dai, cong nghe vi dien tu... cho phep 
ung dung cong nghe thong tin hien dai vao cong tac ke toan de thay the 
cong nghe gian don khong con phu hop. 

T6 chuc cong tac k4 toan trong dieu kien ung dung may vi tinh la qua 
trinh ung dung cong nghe thong tin trong he thong thong tin k4 toan, nh^m hd 
tro cong tac ke toan trong viec thu nhan, xu ly, tinh toan, luu tru, tim kidm va 
cung cap thong tin ke toan. 

Nhirng cong viec chinh cua noi dung to chuc nay la: 

(1) Trang bi va lap dat he thong may tinh (ph4n cung), bao gom trang bj 
ldp dat may tinh, cac thiet bj ngoai vi, thiet ke he thong mang (ndu thuc hien 
noi mang noi bo). 

(2) Lua chon va cai dat phan mem din thiet, bao gom pMn mdm he didu 
hanh; he quan tri co so du lieu; phan mem chuong trinh ke toan... 

(3) Xay dung he thong danh muc cac doi tuong va t6 chuc ma hoa ddi 
tuong quan ly: 

* He thdng danh muc doi tuong quan ly la he thong tep du lieu danh muc 
cac ddi tuong quan ly cu the lien quan den cac nghiep vu, giao dich ma kd toan 
se phai theo doi, ghi nhan va phan anh. Vi du: Danh muc tai khoan; danh muc 
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khach hang; danh muc vat tu; danh muc bo phan v.v... Danh muc doi tugrng 
quan ly dirqc xay dung nham giup cho viec to chuc quan ly mot each khoa hoc 
va khong nham lan cac doi tuong, dong thdri phuc vu cho viec thiet ke he thong 
va lap trinh phan mem ke toan (vi vay chuyen nganh tin hoc thuong goi do la 
danh muc tu dien). 

- Moi danh muc gom nhieu danh diem, moi danh diem la mot doi tuerng 
cu th§ can quan ly, nhu: mot tai khoan, mot thu tai san, vat tu; mot khach hang 
hay mot bo phan... He thdng danh muc cac d6i tuong quan ly se khong hok 
toan gidng nhau o cac don vj khac nhau, mat khac no co the thuong xuyen 
duoc mo rong trong qua trinh hoat dong cua don vi. 

- Thong thuong, danh muc doi tuong quan ly co ban su dung trong he 
thong k4 toan cua don vi gom: 

• Danh muc tai khoan; 

• Danh muc chung tu; 

• Danh muc khach hang; 

• Danh muc tai san co djnh; 

• Danh muc vat tu, hang hoa, thanh pham; 

• Danh muc kho hang; 

• Danh muc don vi, bo phan; 

• Danh muc can bo CNV; 

• Danh muc ngubi ban; 

• Danh muc ngan hang; 

• Danh muc ngoai te; 

• Danh muc doi tuong tap hop chi phi; 

• Danh muc khoan muc chi phi; 

• Danh muc vu viec; 

v.v... 
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• To chuc ma hoa cac d6i tugng quan ly trong to chuc ke toan may la dieu 
het sue can thiet va khong the thieu dugc. Ben vi, co nhu the thi viec trao doi 
giua nguoi su dung va may tinh moi thuc hien dem gian va nhanh chong. Cac 
danh muc doi tugng duoc su dung thucmg xuyen khi cap nhat, xu ly so lieu 
nen viec su dung bo ma hoa d6i tugng se rit tien lgi cho nguoi su dung cap 
nhat va khai thac so lieu. Hon nua, do dac trung ngon ngu cua may tinh phai 
ngan ggn, khong ruom ra nen viec ma hoa ddi tugng cho ng£n gon va khoa 
hoc phu hgp voi ngon ngu may tinh la can thi4t. 

Tren co so cac danh muc doi tugng da dugc xac djnh, nguoi ta tien hanh 
ma hoa cac doi tugng quan ly, bang each gan cho moi doi tugng mot ky hieu 
theo quy luat, nguyen tac nhat dinh. 

Yeu cau cua viec ma hoa doi tugng quan ly la: 

• To chuc ma hoa phai dugc thuc hien day du, toan dien cac doi tugng 
quan ly (ke ca cac doi tugng su dung lau dai va doi tugng luon thay doi, 
bo sung). 

• To chuc ma hoa dam bao tinh chinh xac, tinh duy nhdt, theo nguyen tic 
linh hoat, ma, de bo sung thay the, de hieu, de nho va thuan tien cho qua 
trinh su dung, tim kiem, doi chieu, kiem tra. 

• Dam bao su thdng nhit, ddng bo giua bang ma hoa doi tugng voi phin 
mem may tinh. 

• Dang ky va pho bien he thong ma hoa thong nhat trong toan bo bo may 
ke toan va cac bo phan lien quan trong dem vj. 

(4) To chuc bo tri, sap xep, phan cong can bo ki toan, phan quyen cap 
nhat, khai thac thong tin. 

- Cong viec hang ngay cua can bo ke toan: 

• Thu nhan, phan loai chung tu, khai bao, cap nhat chung tu vao may 
hieu chinh so lieu. 

• Cap nhat lai cac danh muc, ma hoa doi tugng can b6 sung, sua d6i. 

• In cac bao cao quan tri de su dung hoac kidm tra. 
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• Sao, liru du lieu (dd phong sir c6 phin cung). 

- Cong viec cuoi ky cua can bo kd toan: 

• Thuc hien cac but toan didu chinh, phan bd va kdt chuyen cu6i ky, khoa 
sd cudi ky, kiem tra doi chidu. 

• In cac so kd toan, bao cao kd toan theo quy djnh. 

• Chuyen so du cuoi ky sang ky sau. 

• Sao, luu du lieu (dd phong su co phan cung). 

TOM LAI: 

Noi dung to chuc cong tac ke toan a cac dom vj bao gom rat nhieu noi 
dung, nhu: to chuc he thong chung tu, hach toan ban dau; to chuc he thong tai 
khoan ke toan; to chuc lira chon hinh thuc ke toan; to chuc he thong bao cao ke 
toan; to chuc bo may ke toan; to chuc kiem tra ke toan; to chuc ung dung cong 
nghe thong tin vao cong tac ke toan. Trong moi noi dung to chuc do lai co 
nhung cong viec cu the can dugc tien hanh. Khi tien hanh t6 chuc cong tac k§ 
toan d dorn vi can nam chac noi dung va cac cong viec can to chuc. 

BAI TAP: 

Cau 5: Neu khai quat noi dung to chuc cong tac k§ toan d cac don vj? 

phAn k£t 

Chuc mimg cac anh/chj da hoan thanh chuomg I. Qua nghien cuu chucrng 
I, cac anh/chj nim vung dugc nhung noi dung chu y4u sau: cac khai niem k^ 
toan, dom vi k4 toan; noi dung cong viec k4 toan d cac don vj; yeu cku cua 
thong tin k6 toan; sir c^n thi4t va y nghia cua td chuc cong tac k4 toan trong 
cac dom vj; yeu c4u va nhiem vu cua td chuc cong tac kd toan; can cu dd t6 
chuc cong tac ke toan d cac dom vj khoa hoc va hgp ly; noi dung td chuc cong 
tac ke toan d cac dom vj. Hy vgng ring nhung kidn thuc co ban diu tien cua 
mon hoc trinh bay trong chuomg I se giup cac anh/chj co nhung hidu bidt co 
ban ve td chuc cong tac kd toan d cac dom vj, lam nen dd tidp thu kidn thuc d 
cac chuomg sau. 

Chuc cac anh/chi thanh cong! 
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Chirong II 

TO CHUfC BO MAY KE TOAN 


Xin chao cac anh/chi hoc vien! 

Rat han hanh dirge gap lai cac anh/chi a chuang II nay. Nhung v&n de chung 
nhat ve to chuc cong tac ke toan trong cac don vj nhir noi dung cong viec ke toan, 
su can thiet va y nghia cua to churc cong tac ke toan, nhiem vu va yeu cau cua to 
churc cong tac ke toan, noi dung to churc cong tac ke toan trong cac don vj da dugc 
trinh bay a chuong I. Nhung van de cu the cua to churc cong tac ke toan lan luot 
se dugc trinh bay tu chuong II tro di. Trong chuong II, chung ta se nghien curu tim 
hieu nhung noi dung cu thk v6 t6 churc bo may k4 toan. 

Chuang II gom 2 noi dung: 

I. Mo hinh to churc bo may ke toan a don vj. 

II. M6 hinh bo may k4 toan a doanh nghiep. 

Muc tieu chung: 

Sau khi hgc xong chuong nay, anh/chi se nim dugc khai quat ve mo hinh 
t6 churc bo may ke toan a don vi, mo hinh bo may k4 toan a doanh nghiep. 

Muc tieu cu the: 

Sau khi hoan thanh chuong nay, cac anh/chj se co thk nim dugc nhung 
kien thuc co ban ve: 

- Noi dung to chuc bo may ke toan; 

- Can cu xay dung mo hinh t6 chuc bo may ke toan a dan vj; 

- Cac mo hinh to chuc bo may ke toan a don vj; 

- Cac mo hinh bo may k4 toan a doanh nghiep; 

- Hieu dugc nhung chuc trach, nhiem vu cua cac bo phan trong bo may k6 
toan doanh nghiep. 
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I. MO HINH TO CHITC BO MAY K£ TOAN d DON Vj 

GIC5I THIEU: 

Trong phin nay, chung ta se tim hiiu cac quy djnh chung va can cu xay 
dung mo hinh to chuc bo may ki toan 6 dom vi; cac mo hinh to chuc bo may 
ke toan o dom vi. Sau khi hoc xong muc I, cac anh/chi can: 

- Biet duoc to chuc bo may ke toan la to chuc nhung cong viec nao. 

- Biet duoc nhung quy djnh chung ve to chuc bo may ke toan. 

- Biit duoc cac mo hinh to chuc bo may ke toan or dom vi, uu, nhugrc diem 
va dieu kien ap dung cua tung hinh thuc to chuc bo may ke toan. 

- Biet duoc cac can cu can dura vao de to chuc khoa hoc va hop ly bo may 
ke toan a dom vi. 

- Tu do cac anh/chj co the hinh dung duoc y nghla cua viec to chuc be 
may ke toan khoa hoc va hop ly, tai sao Luat Ke toan lai phai quy dinh cu the 
trach nhiem cua dom vi ve to chuc bo may ke toan; van dung de xay dimg me 
hinh to chuc bo may ke toan doanh nghiep o chuomg nay, phan II. 

NOl DUNG: 

1. Quy djnh chung va can ci> xay du*ng mo hinh t6 chuc bo may k§ toanc 
do»n vj 

To chuc bo may k6 toan la su sip xip, phan cong cong viec (phin hanh 
cho tung k6 toan vien va t6 chuc luan chuyin chung tu ki toan trong me 
phong ke toan (hoac bo phan ke toan) cua mot doanh nghiep, thuong bao g6m 

- T6 chuc lua chon hinh thuc t6 chuc, mo hinh bo may ki toan. 

- To chuc nhan sir. 

- To chuc cac phan hanh ke toan. 

- To chuc kiem tra ke toan. 

- T6 chuc phan tich hoat dong kinh ti trong doanh nghiep. 

- T6 chuc trang bi co so vat chit ky thuat phuc vu cho viec thu thap, xu 
va cung cap thong tin. 
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- To chuc m6i quan he giua cac phln hanh ke toan. 

- T6 chuc m6i quan he giua phong kS toan va cac phong ban khac co lien 
quan... 

a) Nhirng quy dinh chung ve to chuc bo may ke toan 

T6 chuc bo may ke toan la noi dung rat quan trong cua to chuc cong tac 
ke toan. Bo may kS toan trong don vi can dugc hieu nhu mot tap hop can bo, 
nhan vien kl toan cung cac phuomg tien ky thuat ghi chep, tinh toan, thong tin 
dugc trang bi de thuc hien toan bo cong tac ke toan tu khau tong hgp, phan 
tlch va cung cap thong tin kinh t§ ve cac hoat dong cua dom vj, phuc vu cong 
tac quan ly. 

Theo Luat Ke toan quy dinh, cung nhu thuc te yeu cau quan ly doi hoi a 
moi dom vj kinh te dugc thanh lap, co tu each phap nhan day du, deu phai to 
chuc bo may ke toan, bo tri nguoi lam ke toan hoac thue nguai lam ke toan de 
thuc hien cong tac quan ly, cong tac tai chinh, thong ke - ke toan a to chuc, 
dom v|. 

Theo ca che to chuc quan ly d nuoc ta hien nay, to chuc thong nhat cong 
tac tai chinh, ke toan, thong ke a cac dom vi kinh te co so do phong k6 toan hay 
con goi la phong tai chinh - ke toan thuc hien. Dom vj ke toan phai b6 tri ngudi 
lam k4 toan trudng. Truong hgp dom vj ke toan chua bo tri dugc ngudi lam k4 
toan truong thi phai cu ngudi phu trach k4 toan hoac thue ngudi lam ke toan 
trudng. 

Thu trudng (Giam doc) va ke toan trudng dom vi ke toan dip co sd chiu 
trach nhiem to chuc thuc hien cac ch4 do k4 toan, tai chinh trong dom vj minh 
va cac bo phan true thuoc, to chuc bo may va cong tac ke toan phu hgp vdi dac 
diem td chuc va hoat dong cua dom vj, chiu trach nhiem trude phap luat va co 
quan chu quan ve su day du, chinh xac, trung thuc, kip thdi, khach quan cua 
cac bo phan ke toan va bao cao ke toan cua dom vj. 

Cac dom vj k4 toan phai bo tri can bo ke toan theo dung chuc danh, tieu 
chuan quy djnh. Can bo ke toan phai dam bao quyen doc lap ve chuyen mon, 
nghiep vu quy dinh trong cac quy djnh van ban huomg din Luat Ke toan. 
Ngoai ra, k% toan trudng cua co quan nha nude, dom vi su nghiep, t6 chuc co 
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su dung kinh phi ngan sach nha nude... ngoai nhiem vu, chuc trach la ke toan 
trudng con co nhiem vu giup nguoi dai dien theo phap luat cua dom vi ke toan 
giam sat tai chinh tai dom vi ke toan. 

Lanh dao dom vj, lanh dao cong tac tai chinh, ka toan cua cac dom vi thuoc 
doanh nghiep nha nuac, doanh nghiep co vdn dau tu nuac ngoai, Cong ty co 
phan, Cong ty hap danh hay doanh nghiep tu nhan, Cong ty trach nhiem huu 
han va cac dom vi co su dung von ngan sach nha nuac, doan the khong diroc 
bo tri nhumg nguoi than trong gia dinh (nhu bo, me, va, con, anh, chi, em ruot 
cua nguoi co trach nhiem quan ly dieu hanh dom vi ke toan,...) lam cong tac tai 
chinh, ke toan, thu kho, thu quy tai dom vi (Dieu 51 - Luat Ke toan). 

To chuc cong tac ke toan noi chung va to chuc bo may ke toan noi rieng la 
mot trong nhumg cong viec kha phuc tap, trach nhiem tung ca nhan cao va lien 
quan den nhieu bo phan, con nguoi, dieu kien ca sa vat chat, thiet bi, trinh do 
nhan thuc cua nhan vien ke toan v.v... Do vay, trong nhumg truang hap co su 
thay doi can bo ke toan trong bo may ke toan phai thuc hien ban giao giua can 
bo cu va can bo mai. Can bo ke toan mai chiu trach nhiem ve cong viec 
toan cua minh ke tu ngay nhan ban giao. Can bo ke toan cu vdn phai chju trach 
nhiem ve cong viec trong thdi gian minh phu trach. Truong hap giai thd hoac 
chia, tach dan vi ke toan, Giam doc va ke toan trudng cua dom vi phai tien 
hanh quyet toan - ban giao cong viec mdi thuyen chuydn di cong tac hoac ncri 
khac. 

Theo Luat Ke toan quy dinh, tat ca cac bo phan va moi ngudi trong don vj 
co lien quan d4n cong tac ke toan ddu phai nghiem chinh chap hanh cac 
nguyen tdc, chd do va thu tuc ka toan, co trach nhiem cung cdp ddy du, kip thdi 
nhumg chung tu, tai lieu cdn thidt cho cong tac k4 toan va phai chiu trach 
nhiem vd su chinh xac, trung thuc cua cac chung tu, tai lieu ka toan do. 

b) Can curxdy dintg mo kinh to chuc bo may ke toan 

Bo may ka toan d dom \ j la tap the can bo, nhan vian ke toan cunt* cons 
tac da thuc hien toan bo cong tac ka toan, thong ka va cong tac tai chinh a dan 
vj. Cac dom vi khac nhau \h lTnh vuc hoat dong, quy mo va pham vi hoat dong 
va va nhiau y4u to khac nua, vi vay, khong tha xay dumg dugc mo hinh chung 
cua bo may ka toan cho moi dom vi. Ngoai ra, con phu thuoc vao hinh thuc t6 
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hue cong tac k6 toan ma doanh nghiep da lira chon, vi vay, moi dom vj phai tu 
ay dung mo hinh bo may ke toan a dom vj minh cho phu hap. De xay dung 
no hinh bo may ke toan a dan vi mot each khoa hoc va hop ly can phai dua 
ao cac can cu sau: 

- Llnh vuc hoat dong san xuat kinh doanh cua dan vi; 

- Dac di§m va quy trinh hoat dong san xuat kinh doanh cua dan vi; 

- Quy mo va pham vi dia ban hoat dong san xuat kinh doanh cua dan vj; 

- Muc do phan cap quan ly kinh te, tai chinh noi bo dan vj; 

- Trinh do trang thiet bj, su dung cac phuang tien ky thuat hien dai, may 
inh, he th6ng mang noi bo truyen dan, internet...; 

- Bien ch4 bo may ke toan va trinh do chuyen mon nghe nghiep cua dpi 
igu nhan vien ke toan hien co. 

Tuy nhien, ngoai viec phu thuoc cac dac diem tren, viec to chuc xay dung 
no hinh bo may k6 toan con phu thuoc vao hinh thuc so huu cua dan vi, nen 
.6 thk co nhumg dan vj chi co mot hoac hai, ba nhan vien ke toan va khong dat 
a chuc vu k4 toan truang va cung co nhumg dan vj chi thue nguai lam ke toan 
hu khong tuyen nguai lam ke toan. Song, du to chuc bo may duai hinh thuc 
iao di chang nua thi vdn d§ trinh do nghiep vu chuyen mon cua nguai lam ke 
oan van la nhan t6 quy4t dinh chkt luomg cua thong tin k6 toan, d|c biet la 
iguai phu trach ke toan cua dan vj. 

2. Mo hinh to chirc bo may k§ toan & dom vj 

Hien nay, a cac don vj thuong to chuc 1 trong 3 mo hinh to chuc bo may 
i toan la: 

- Mo hinh to chuc bo may ke toan tap trung; 

- Mo hinh to chuc bo may ke toan phan tan; 

- Mo hinh to chuc bo may ke toan vira tap trung va vua phan tan. 

Dan vj edn dua vao cac can cu tren de lira chon mo hinh t6 chuc bo may 

:e toan va xay dimg mo hinh bo may ke toan a to chuc minh cho phu hap. 
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a) Mo hinh to chuc bo may ki todn tap trung 

Theo mo hinh to chuc bo may k4 toan nay, toan dom vj t6ng the (to chuc) 
chi to chuc mot phong k$ toan trung tarn (don vj ke toan co so) a dom vj chink 
con a cac dom vi phu thuoc deu khong co t6 chuc k£ toan rieng. 

Phong ke toan trung tarn chju trach nhiem t6 chuc thuc hien toan bo cons 
tac ke toan, cong tac tai chinh va cong tac thdng ke trong toan bo dom vi tons 
the. Con a cac dom vj phu thuoc chi dugc bd tri nhan vien hach toan lam nhiem 
vu huomg dan hach toan ban dau, thu nhan va kidm tra chung tu ban dau de 
dinh ky ngan chuyen chumg tu ve phong ke toan trung tarn. Trong dieu kienco 
the thi phong ke toan trung tarn con giao cho cac nhan vien hach toan thuc 
hien mot so phan hanh cong viec hach toan khac nhu ghi chep cac chi tieu can 
thong ke, ghi chep hach toan mot so nghiep vu cu the dugc giao hoac ghi chep 
nhung phan hanh ke toan chi tiet phat sinh a cac dom vi phu thuoc nay, djnh kv 
lap bao cao dom gian gui ve phong ke toan trung tarn. 

Ifu diem cua mo hinh to chuc bo may ke toan nay la dam bao su lanh dao 
tap trung, thong nhat cong tac ke toan, thuan tien cho viec co gioi hoa cong tac 
ke toan, de phan cong cong tac, kiem tra, xu ly va cung cAp thong tin k4 toan 
kip thcri, boi duomg va nang cao trinh do cua can bo, nhan vien ke toan, nang 
cao hieu suat cong tac ke toan. 

Nhuoc diem cua mo hinh nay la han ch4 trong viec giam sat, ki6m tra da 
ke toan cac dom vi phu thuoc... 

Diiu kien ap dung cho mo hinh t6 chuc nay chu y£u la nhung don vj a 
quy mo nho, hoac co Quy mo vua, to chuc hoat dong tap trung tren cung dii 
ban, hoac a nhung dom vi co quy mo lorn, dia ban hoat dong phan tan nhung & 
dugc trang bi va ap dung phuomg tien ky thuat ghi chep tinh toan, thong to 
hien dai va to chuc quan ly tap trung thuong lua chgn mo hinh t6 chuc bo ma; 
ke toan tap trung. 

b) Mo hinh to chuc bo may ki todn phan tan 

Theo mo hinh to chuc bo may k4 toan nay, a dom vj chinh thanh lap phot 
ki toan trung tam, con or cac dcm vi phu thuoc da duoc phan cap quan ly kit 
t4, tai chinh noi bo d6u co t6 chuc k4 toan rieng (cac don vj k4 toan phu thuoc 
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Trong trudng hap nay, cong viec ke toan a toan dan vi dugc phan cong, 
phan cap nhu sau: 

- Ophdng ke toan trung tam co nhiem vu: 

+ Thirc hien cac phan hanh ke toan phat sinh a dan vi chinh; cong tac tai 
chinh va cong tac th6ng ke trong toan dan vi. 

+ Huang din va kiem tra cong tac ke toan a cac dan vj true thuoc; 

+ Thu nhan, ki6m tra cac bao cao ke toan, thong ke cua cac dan v| true 
thuoc, gvri len va lap bao cao ke toan thong ke tong hap cho toan dan vj. 

- O cac dom vi ke toan phu thuoc co to chuc bo may ke toan rieng, thuc 
hien toan bo cong tac ke toan, thong ke, tai chinh phat sinh a dan vi minh tu 
khau hach toan ban dlu, ghi so sach k§ toan den lap dugc cac bao cao ke toan, 
thdng ke djnh ky guri ve phong ke toan trung tam. 

Lfu diim cua mo hinh to chuc bo may ke toan nay la cong tac ke toan gan 
lien vai hoat dong san xuat kinh doanh cua dan vi phu thuoc, tao dieu kien 
thuan lgi cho ke toan kiem tra, giam sat true tiep cac hoat dong kinh te tai 
chinh, phuc vu kip thai cho lanh dao a cac bo phan phu thuoc trong viec dieu 
hanh va quan ly hieu qua cac hoat dong a bo phan phu thuoc do, tao dieu kien 
cho ti£n hanh hach toan kinh te noi bo. 

Nhuac diem cua mo hinh nay la bo may ke toan cong kenh, thong tin cung 
cap thuang khong dugc kjp thai, han che su kiem tra, chi dao sat sao cua lanh 
dao dan vj doi vai toan bo hoat dong cua dom vj. 

Diiu kien ap dung cho mo hinh nay la phu hgp vdi cac dom vi co quy mo 
Ian, hoat dong tren dia ban phan tan, chua trang bi va ung dung phuang tien ky 
thuat hien dai trong cong tac ke toan. 

c) Mo hinh to chuc bo may ke toan vua tap trung vita phan tan 

Theo mo hinh to chuc bo may ke toan nay, a dom vj chinh thanh lap phong 
k4 toan trung tam, lam nhiem vu huang dan, kiem tra ke toan dom vi, a cac dan 
vi phu thuoc lan, du trinh do quan ly dugc phan cap quan ly kinh tl tai chinh 
noi bo a muc do cao thi cho to chuc ke toan rieng. Con d cac dan vi phu thuoc 
nho hoac chua du trinh do quan ly, chua dugc phan clp quan ly kinh t§, tai 
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chinh noi bo a muc do cao thi khong cho td chuc kd toan rieng ma chi bo tri 
nhan vien hach toan lam nhiem vu hudng dan hach toan ban dau, thu nhan va 
kiem tra chung tu ban dau de dinh ky chuyen chung tu ve phong ke toan trung 
tam (trong truong hap dan vi phu thuoc nho duac ghep vdi dan vi phu thuoc 
khac co to chuc ke toan rieng thi chuyen chung tu ve dan vi ke toan phu thuoc 
do). 

Trong truong hap nay, cong viec ke toan a toan dan vi tong the duac phan 
cong phan cap nhu sau: 

- Ophong hi toan trung tam co nhiem vu: 

+ Thuc hien cong viec ke toan phat sinh a dan vj chinh va a cac dan vj 
phu thuoc khong co to chuc ke toan rieng. 

+ Huang dan, kiem tra cong tac ke toan a cac dan vi true thuoc. 

+ Thu nhan, ki6m tra bao cao ke toan a cac dan vi phu thuoc co to chuc ke 
toan rieng gin d6n va lap bao cao ke toan tong hap toan dan vi tong the. 

+ Thuc hien cong tac tai chinh, thong ke, tong hap so lieu de lap bao cao 
ke toan dan vi. 

- O cac dom vi ke toan phu thuoc co nhiem vu thuc hien toan bo cong viec 
ke toan phat sinh a dan vi minh, cong tac tai chinh, thdng ke trong pham vi 
dan vi minh va dinh ky' lap cac bao cao k4 toan, thdng ke gui v4 phong k4 toan 
trung tam. 

Cac nhan vien hach toan d cac dan vj true thuoc khong co t6 chuc ke toan 
rieng thuc hien cac phhn hanh cong viec hach toan dugc phong ke toan trung 
tam giao dich va dinh ky gui chung tu k4 toan v4 phong k4 toan trung tam. 

Ifu diem cua mo hinh nay la tao dieu kien cho k4 toan g4n vdi cac hoat dong 
cua dan vj, kiem tra, giam sat chat che cac hoat dong mot each co hieu qua. 

Nhuac diem cua mo hinh nay la bo may ke toan con cong k4nh. 

Dieu kien ap dung cho mo hinh nay la phu hap vdi dan vi co quy mo ldn, 
hoat dong tren dia ban vua tap trung vua phan tan, cac dan vi phu thuoc duqc 
hach toan quan ly d cac muc do khac nhau. 
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Nhu vay, viec xay dung mo hinh bo may ke toan a cac to chuc co bien che 
lhieu nhan vien ke toan thi phu thuoc vao mo hinh to chuc bo may ke toan da 
ira chon. 

TOM LAI: 

Nghien cuu tim hieu mo hinh td chuc bo may k4 toan a dan vj la nghien 
;uu va tim hieu cac quy djnh chung va can cu xay dung mo hinh to chuc bo 
nay ke toan; noi dung, uu, nhugc diem va di4u kien ap dung cac mo hinh to 
:huc bo may a cac dan vj. Tu do, co dugc nhung ki4n thuc va hieu biet de van 
lung to chuc bo may ke toan a dan vj cho phu hap va hieu qua. 

BAI TAP: 

Cau 1: To chuc bo may ke toan la gi? 

Cdu 2: Noi dung to chuc bo may k4 toan? 

Cdu 3: Trinh bay nhung can cu chu yeu d§ xay dimg mo hinh t6 chuc bo 
nay ke toan dan vj? 

Cdu 4: Noi dung, uu, nhugc di£m va di6u kien ap dung mo hinh t6 chuc 
<4 toan vua tap trung vua phan tan? 

II. MO HINH BO MAY TOAN d DOANH NGHIEP 

Gl6l THIEU: 

Trong phan nay, chung ta se nghien cuu mo hinh bo may k4 toan a doanh 
ighiep; vai tro, chuc trach, nhiem vu cac bo phan trong bo may k4 toan doanh 
ighiep. Sau khi hoc xong muc nay, anh/chj co th4: 

- Tren ca sd phdn ly thuyet cac mo hinh thuc t6 chuc bo may k4 toan da 
ighien cuu, anh/chj co th4 tu xay dung mo hinh t6 chuc bo may k6 toan d mot 
loanh nghiep co quy mo ldn, nho, co bien ch4 bo may k4 toan gdm nhi4u can 
bo, nhan vien k4 toan thuoc nganh kinh doanh thuang mai (ho$c nganh san 
xuat, djch vu, hoac trong linh vuc hanh chinh su nghiep). 

- Bi€t dugc vai tro, chuc trach, nhiem vu cua k4 toan trudng trong doanh nghiep 

- Bi4t dugc vai tro, chuc trach, nhiem vu cua cac bo phan k4 toan trong bo 
may ke toan doanh nghiep theo ca ch§ quan ly hien nay. 
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- Tir do anh/chi co thk tu duy, hinh dung dugc nhung can cu de ke toan 
truong co thS phan cong, phan nhiem cong viec kS toan cho cac bo phan can 
thanh bo may ke toan trong doanh nghiep. 

NOl DUNG: 

1. Mo hinh bo may ki toan 

Nhu phan I da trinh bay, chung ta khong the xay dung dugc mo hinh be 
may k£ toan chung cho cac doanh nghiep, vi vay, trong pham vi phan nay 
chung ta chi minh hoa ba mo hinh bo may ke toan a doanh nghiep co bien che 
bo may ke toan bao gom nhieu nhan vien ke toan. 

a) Mo hinh bo may theo hinh thirc to chirc tap trung 

Mo hinh bo may ke toan tap trung la mo hinh co dac diem toan bo cong 
viec xu ly thong tin trong toan doanh nghiep dugc thuc hien tap trung a phong 
ke toan, con a cac bo phan va dom vj phu thuoc deu khong co to chuc ke toan 
tien ma chi thuc hien viec thu nhan, phan loai va chuyen chung tu cung cac 
bao cao nghiep vu ve phong ke toan de xu ly va tong hgp thong tin (ggi chung 
la dem vi bao so). 

Bo may ke toan a doanh nghiep thu nhan chung tu ban dau va xu ly thong 
tin theo dinh huong vua tao lap thong tin ke toan tai chinh vua tao lap thong 
tin ke toan quan tri. Viec xac lap co cau cua bo may k4 toan can dua vao dinh 
huong nay de phan cong nham dat dugc muc tieu tao lap va cung cip thong tin 
cho nhieu doi tugng, thong thuong theo mo hinh bo may k4 toan tap trung, co 
cau bao gom cac bo phan/phan hanh ke toan sau: 

- Bo phan tai chinh, ke toan von bang tien, vay & thanh toan; 

- Bo phan ke toan tong hgp & kiem tra ke toan; 

- Bo phan k4 toan t§p hgp chi phi & tinh gia thanh san phdm (kiem nhiem 
cac noi dung thuoc ve ke toan quan tri); 

- Bo phan ke toan vat tu, nguyen vat lieu, tai san c6 djnh; 

- Bo phan ke toan tien luomg & cac khoan trich theo luong; 

- Bo phan k£ toan thanh pham & tieu thu; 

- Bo phan k4 toan quyk toan v6n dau tu xay dung (neu co kh6i lugng 
XDCBlon); 
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- Bo phan k4 toan khac; 

- Cac nhan vien kS toan o cac phan xirong, xi nghiep va bo phan san xuat khac. 

So-do 01: MO HINH BO MAY «£ TOAN THEO HiNH THLfC 
TO CHITC tap trung 



Ghi chu -► Quan ha chi dgo 

Theo sa do tren, phong ke toan chiu trach nhiem thuc hien toan bo cong 
tac k4 toan, thong ke, tai chinh trong toan doanh nghiep. 6 cac don vi phu 
thuoc, chi bo tri nhan vien hach toan lam nhiem vu hudng din hach toan ban 
dlu, thu nhan va kiem tra chung tu ban dau de hang ngay hoac djnh ky ngln 
chuyen chung tu ve phong ke toan doanh nghiep de kiem tra va ghi so k4 toan. 
Trong dieu kien co thl, k6 toan trucmg doanh nghiep phan cong cho cac nhan 
vien hach toan a cac dorn vi phu thuoc thuc hien mot so phan hanh cong viec 
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ke toan va thong ke ngay tai don vi phu thuoc va djnh ky lap bao cao don gian 
v£ cac phan hanh cong viec dirge giao gui ve phong ke toan (kern theo cac 
chung tu k£ toan de kiem tra va ghi s6 k§ toan). Thuc te hien nay cho thay, khi 
khoa hoc cong nghe thong tin phat tri§n, doanh nghiep ap dung phan mem k$ 
toan, su dung he thong mang Internet, mang Lan... do do, mo hinh ke toan nay 
dang dugc ap dung kha rong rai, boi no khac phuc dugc nhung han che cua hai 
mo hinh ke toan kia bang each sau khi nhan vien ke toan a don vj true thuoc 
thuc hien nhap du lieu ke toan ban dau, sau do dir lieu dugc truyen ve phong 
ke toan de ket xuat, tong hgp du lieu toan doanh nghiep mot each nhanh 
chong, kip thoi dap ung dugc yeu cau quan ly doanh nghiep. Tuy vay, trong 
trubng hgp nay, cac don vj phu thuoc chua phan cap quan ly kinh te, tai chinh 
noi bo a muc do cao (chua dugc giao von, chua tinh ket qua kinh doanh rieng). 

b) Mo hinh bo may theo hinh thuc to chuc phan tan 

Mo hinh bo may ke toan phan tan la mo hinh co dac diem cong viec ke 
toan dugc phan cong cho cac bo phan va cac don vi true thuoc thuc hien mot 
phan hoac toan bo nhung noi dung phat sinh tai bo phan va don vi minh (cung 
co the co nhung bo phan chi thuc hien viec thu thap chung tu ban dhu). Phong 
ke toan cua doanh nghiep chi thuc hien nhung cong viec k£ toan d6i vai nhung 
noi dung phat sinh lien quan d£n toan doanh nghiep (va cho nhung bo phan 
chua co dieu kien thuc hien cong viec k4 toan), k4t hgp voi bao cao k£ toan do 
cac don vj true thuoc gui len de tong hgp va lap ra cac bao cao chung cho toan 
doanh nghiep theo quy dinh. 

Thong thubmg theo mo hinh bo may k4 toan phan tan, co cdu bao g6m cac 
bo phan/phan hanh ke toan sau: 

- Tai van phong ke toan trung tarn: 

• Bo phan ke toan tong hgp; 

• Bo phan kiem tra kd toan; 

• Bo phan k4 toan tai chinh von bang tien, vay va thanh toan; 

• Bo phan ki toan chung cac nghiep vu phat sinh ghi so k4 toan tai don vi chinh 

- Tai van phong ke toan cac don vj true thuoc: 

• Bo phan tai chinh, k4 toan v6n bang tidn, vay & thanh toan; 
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• Bo phan k4 toan tap hop chi phi & tinh gia thanh san pham (kiem nhiem 
cac noi dung thuoc vk ke toan quan tri); 

• Bo phan ke toan vat tu - nguyen vat lieu, tai san c6 dinh; 

• Bo phan k£ toan tien luomg & cac khoan trich theo luomg; 

• Bo phan ke toan thanh ph&m & tieu thu, thu£; 

• Bo phan ke toan, quyet toan von dau tu xay dung (neu co khoi luomg 
XDCB Ion); 

• Bo phan ke toan tong hgrp & ki§m tra k4 toan. 

Svdd 02: MO HlNH BQ MAY K£ TOAN THEO HlNH THLTC 
TO CHLTC PHAN TAN 



Ghi chu: 


Quan he chi dao 
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c) Mo hinh bo may theo hinh thuc td chuc vua tap trung, vira phan tan 

Mo hinh bo may ke toan vira tap trung vira phan tan la mo hinh co dac 
diem mot so bo phan phan cap, mot s6 bo phan khong phan cap hay phan cap 
den mot muc do nhat dinh cho cip dudi nhu cap dudi ghi chep tien, vat tu 
hoac cip dudi ghi chep chi phi, doanh thu nhung khong xac dinh ket qua kinh 
doanh hoac cap dudi ghi chep chi phi, doanh thu va xac dinh ket qua khong 
day du. Ngoai ra, neu cong tac ki toan tai chinh chua dugc to chuc rieng thi 
cau thanh mot bo phan n&m trong bo may ke toan thong ke cua doanh nghiep 
de thuc hien cac chuc n&ng quan ly tai chinh doanh nghiep nhu: lap ke hoach 
tai chinh, to chuc huy dong va sir dung vdn, to chuc ke toan cong no... 

Mo hinh nay thuc chit la su kit hop hai mo hinh tren, tao diiu kien cho ke 
toan gan lien vdi hoat dong cua dom vi, kiem tra, giam sat chat che cac hoat 
dong phuc vu quan ly co hieu qua cua don vi. 

Thong thudng, theo mo hinh bo may ke toan nay, co cau bao gom cac bo 
phan/phan hanh ki toan sau: 

- Tai van phong ke toan trung tarn: 

• Bo phan ki toan tdng hop; 

• Bo phan kiem tra ki toan; 

• Bo phan ke toan tai chinh von bing tiin, vay va thanh toan; 

• Bo phan ki toan chung cac nghiep vu phat sinh ghi sd ki toan tai don vj chinh; 

• Bo phan ki toan tap hop chi phi & tinh gia thanh san phim (kiem nhiem 
cac noi dung thuoc vi ki toan quan trj); 

• Bo phan ki toan vat tu - nguyen vat lieu, tai san cd djnh; 

• Bo phan ki toan tiin luomg & cac khoan trich theo luong; 

• Bo phan ki toan thanh phim & tieu thu, thui; 

• Bo phan ki toan, quyit toan vdn diu tu xay dung (niu cd khdi lucrng 
XDCBldn). 

- Tai van phong ki toan cac dom vi true thuoc: 

• Bo phan tai chinh, ki toan vdn bang tiin, vay & thanh toan; 

• Bo phan ke toan tap hop chi phi & tinh gia thanh san pham (kiem nhiem 
cac noi dung thuoc vi ki toan quan trj); 
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• Bo phan ke toan vat tu - nguyen vat lieu, tai san c6 djnh; 

• Bo phan ke toan tien luomg & cac khoan trich theo luomg; 

• Bo phan ke toan thanh pham & tieu thu, thue; 

• Bo phan ke toan, quyet toan von dau tu xay dung (neu co khoi lucmg 
XDCB ldm); 

• Bo phan ke toan tong hop & kiem tra ke toan. 

Svdd 03: M6 HlNH BO MAY ^ TOAN THEO HlNH THITC 

TO CHITC vOa tap trung, vOa phAn tAn 



Ghi chu: 


Quan he chi <5ao 
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Qua cac so do mo hinh to chuc bo may kd toan or doanh nghiep da minh 
hoa tren cho thay, co cdu cua bo may kd toan khac nhau va chuc trach, nhiem 
vu cua tung bo phan ke toan trong co cdu bo may ke toan cung khac nhau, tuy 
thuoc vao mo hinh to chuc cong tac kd toan 6 doanh nghiep va nhung dac 
diem vd to chuc hoat dong san xu&t kinh doanh or doanh nghiep. 

Bo may ke toan or doanh nghiep duorc thiet lap nham thuc hien duoc chuc 
trach, nhiem vu cua bo may ke toan theo co che to chuc phong, ban chuc nang 
a cac doanh nghiep hien nay. Vi vay, moi doanh nghiep phai xay dung mo 
hinh to chuc bo may ke toan dr doanh nghiep minh cho hop ly, de tren co sdr do 
ke toan trucmg cac doanh nghiep co the phan cong, phan nhiem cho cac bo 
phan cau thanh bo may ke toan thuc hien duoc toan bo cac cong viec phai lam 
cua bo may ke toan. 

2. Vai tro, chuc trach, nhiem vu cac bo phan trong bo may k§ toan 
doanh nghipp 

a) Vai tro , chuc track , nhiem vu cua ke toan tru&ng 

Theo quy djnh cua Luat Ke toan, ke toan trucmg la chuc danh duoc dat 
cho nguoi dung dau bo may ke toan dr doanh nghiep va cr nhung t6 chuc khac, 
hay noi each khac la ngudri dung dh u (phu trach) don vj kd toan co so. Con 
ngudri phu trach don vj ke toan phu thuoc khong goi la kd toan trucmg ma goi 
la trucmg phong hoac phu trach kd toan. 

Vai tro cua kd toan trudng la ngudri giup ngudri dai dien theo phap luat cua 
don vi kd toan thuc hien giam sat tai chinh tai don vj kd toan, td chuc thuc hien 
toan bo cong tac kd toan, thong kd, tai chinh 6 doanh nghiep dong thdri thuc 
hien viec kidm tra, kidm soat toan bo hoat dong kinh td tai chinh d doanh 
nghiep. Kd toan trudng chiu sir lanh dao cua ngudri dai dien theo phap luat cua 
don vj ke toan, trudng hop co don vi kd toan cap tren thi ddng thdi chiu sir chi 
dao va kidm tra cua kd toan cap tren vd chuyen mon, nghiep vu (Didu 52 - Luat 
Kd toan). 

Ben canh do, ke toan trudng co quydn bao luu y kidn chuyen mon cua 
minh tang van ban, bao cao bang van ban cho ngudri dai dien theo phap luat 
cua don vj kd toan khi phat hien ra cac vi pham phap luat vd tai chinh, ke toan 
trong don vi. 
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Tieu chuan va dieu kien cua ke toan trudmg: 

- Co pham chit dao due nghe nghiep, trung thuc, liem khiet, co y thuc 
chap hanh ky luat; 

- Co trinh do chuyen mon nghiep vu ve ke toan tu trung cap trd len; 

- Co quyen doc lap chuyen mon ve nghiep vu kl toan; 

- Co trach nhiem tuan thu cac quy dinh cua luat ve k6 toan, thuc hien cac cong 
viec dugfc phan cong va chiu trach nhiem ve chuyen mon, nghiep vu cua minh; 

- Thai gian cong tac thuc te ve ke toan it nhat la hai nam d6i voi nguai co 
chuyen mon, nghiep vu ve ke toan tu trinh do dai hoc tror len va thdi gian cong 
tac thuc te ve ke toan it nhat la ba nam doi voi nguai co chuyen mon, nghiep 
vu ke toan bac trung cdp; 

- Co chung chi qua lap b6i duang k4 toan truong; 

- Ngoai ra, khi co su thay doi nguai lam ke toan truong, nguai lam ke toan 
truong cu phai co trach nhiem ban giao cong viec k4 toan va tai lieu k4 toan 
cho k£ toan truemg mai. Nguai lam k£ toan truong cu phai chju trach nhiem v'e 
cong viec k4 toan trong thai gian minh lam ke toan truong. 

Chuc trach, nhiem vu, quyen han cua k4 toan truong: 

• Ke toan truong chju trach nhiem truoc nguai dai dien theo phap luat v'e 
cong viec thuoc pham vi, trach nhiem va quy^n han cua k4 toan truong. 

• Ke toan truong co nhung trach nhiem chi dao cac cong viec sau day: 

- To chuc cong tac k4 toan va bo may k4 toan phu hop voi t6 chuc kinh 
doanh cua doanh nghiep, khong ngung cai tien t6 chuc bo may k4 toan. 

- To chuc, huong din thuc hien va kilm tra thuc hien ghi chep, tinh toan 
phan anh chfnh xac, trung thuc, kip thdi, dly du toan bo tai san va phan tich 
ket qua hoat dong kinh doanh cua doanh nghiep. 

- Tinh toan va trich nop dly du, kjp thdi ch4 do vi cac khoan thul phai 
nop ngan sach nha nude, cac khoan quy di lai doanh nghiep, cac khoan du 
phong phai thu va thanh toan dung han cac tiln vay, cac khoan cong no phai 
thu, phai tra. 
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- Xac dinh va phan anh chinh xac, kip thoi, dung che do, ket qua kiem ke 
tai san hang ky va de xu£t cac bien phap giai quy4t, xu ly khi co cac truong 
hop that thoat xay ra; 

- Lap day du va giur dung han cac bao cao k4 toan va quyet toan theo dung 
che do bao cao ke toan quy djnh; kiem tra viec bao ve tai san va cac hoat dong 
kinh te tai chinh cua doanh nghiep; ky cac so ke toan, cac bao cao ke toan va 
chju trach nhiem ve tinh chinh xac, trung thuc, kip thoi, day du cua so lieu ke 
toan trong cac so ke toan va cac bao cao ka toan khac. 

- To chuc thuc hien va kiem tra thuc hien cac che do, the le ke toan; cac 
chinh sach, che do kinh te tai chinh trong toan doanh nghiep nhu: che do 
chimg tir ke toan, he thong tai khoan ke toan, che do so ke toan, chinh sach 
thue, che do trich lap va su dung cac quy cua doanh nghiep, che do quan ly 
von, quan ly vat tir, che do trich lap va sir dung cac khoan dir phong. 

- To chuc thirc hien bao quan, luu tru cac tai lieu ke toan, giu: bi mat tai 
lieu va so lieu ke toan cua doanh nghiep; 

- To chuc huemg dan cho cac nhan vien ke toan, cong nhan vien khac 
trong doanh nghiep thuc hien cac chinh sach, ch§ do, th4 le ve kinh te tai 
chinh, ke toan da duoc ban hanh duoc thuc hien nghiem chinh. 

- To chuc chdp hanh nghiem chinh lenh ki6m tra k4 toan cua cac co quan 
co th4m quyen, cung c&p cac tai lieu c4n thiet, giai thich va tra Ibi cac cau hoi 
phuc vu cong tac kiem tra k4 toan, ky vao bien ban va t6 chuc thuc hien cac 
kien nghj da ghi trong bien ban ki£m tra. 

- T6 chuc va chung kien viec ban giao cong viec cua can bo, nhan vien U 
toan, thu kho va thu quy m6i khi co sir thuyen chuy^n, thay d6i. Khi tuyan 
dung, thuyen chuy§n, thay ddi, nang bac, khen thuomg, ky luat can bo, nhan 
vien ka toan, thu kho, thu quy trong doanh nghiep deu phai co y ki4n thoa 
thuan hay da nghj cua ka toan trubng. 

- To chuc kiam ke tai san, chuan bj dAy du va kip thoi cac thu tuc va tai 
lieu can thiet cho viec xu ly ket qua kiem ke, kiem tra viec giai quyat va xu ly 
kat qua kiam ka. 
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- Xay dung va to chuc thuc hien ke hoach dao tao, boi ducmg, nang cao 
trinh do nghiep vu cho can bo, nhan vien ke toan, dam bao thuc hien tot cong 
tac ke toan cua doanh nghiep trong dieu kien khoa hoc ky thuat phat trien voi 
nhip do ngay cang cao. 

- To chuc phan tich cac hoat dong kinh t§ tai chinh trong doanh nghiep 
mot each thuong xuyen, nhk danh gia dung tinh hinh, kSt qua va hieu qua ke 
hoach kinh doanh cua doanh nghiep, phat hien nhung lang phi va thiet hai da 
xay ra, nhung viec lam khong co ket qua, nhung tri tre trong kinh doanh de tu 
do co nhung kien nghj nham thuc day doanh nghiep phat trien. 

- Thong qua cong tac tai chinh ke toan, tham gia nghien cuu cai tien to 
chuc san xuat, kinh doanh; xay dung chien luoc san pham, chien luqc kinh 
doanh cua doanh nghiep nham khai thac day du tiem nang cua doanh nghiep, 
phat huy day du tinh tir chu, tiet kiem va nang cao hieu qua su dung dong von, 
khai thac va su dung hieu qua moi nguon von kinh doanh cua doanh nghiep. 

- To chuc kiem tra, kiem soat viec thuc hien ke hoach san xuat - ky thuat 
- tai chinh cua doanh* nghiep; tinh hinh tuan thu cac dinh muc kinh te, ky 
thuat, cac du toan chi phi. 

- Bao cao mot each kip thoi, chinh xac va dung dan veri giam doc doanh 
nghiep, vbi co quan quan ly cap tren, co quan tai chinh, co quan phap luat v§ 
nhung hanh vi vi pham phap luat, vi pham chinh sach, che do, th§ le v6 kinh t4, 
tai chinh, ke toan cung nhu nhung quy dinh ma Nha nuoc va doanh nghiep da 
ban hanh. 

- Ke toan trucmg co quyen phan cong chi dao true tiep tat ca cac k4 toan 
vien cua doanh nghiep; co quyen yeu cau tat ca cac bo phan trong doanh 
nghiep chuyen day du, kjp thoi nhung tai lieu, so lieu can thi§t cho cong viec 
ke toan va kiem tra cua ke toan trucmg; cac bao cao ke toan, cac hop d6ng kinh 
te, dich vu, cac chung tu tin dung, cac tai lieu co lien quan d4n viec thanh toan, 
tra luomg, tra tien thuong, thu chi tien mat... deu phai co chu ky cua k6 toan 
trucmg mdi co gia tri phap ly; ke toan truong khong duoc lap, ky ho^c duyet 
cac bao cao, chung tu, tai lieu khi khong co y kien cua giam d6c hoac khong 
phu hop voi cac quy djnh hien hanh cua nha nuoc. 
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- Ben canh do, ke toan trudng khong lam tron nhiem vu, co tinh vi pham 
chinh sach, che do, the le tai chinh - ke toan, phan anh sai lech, thieu trung 
thirc trong s6 lieu k§ toan, gay thlt thoat tai chinh cua doanh nghiep, ke toan 
trucmg se bi thi hanh ky luat va buoc thoi viec hoac de nghi truy to tmoc phap 
luat tuy theo muc do vi pham. 


Khai quat nhiem vu cu th$ cua k§ toan tnrdng nhu sau: 


TT 

Noi dung cong vi§c cu the 

Thdi gian thipc hien 

1 

Phu trach va dieu hanh nhan vien trong phong: 

- Hoach djnh ke hoach cong tac huong din tOng phan 
viec cua nhan vien trong tuan, thang, quy, v.v... 

- Don ci6c, kiim tra cac phin viec cua tirng nhan vien, 
danh gia mire cJq hoan thanh cong viec. 

- Hang tuin, thang, quy 

- Hang ngay 

2 

Giam sat va ky duyet cac chirng tCrphat sinh: 

- Ky cac sec, phieu thu, cac chirng tir vi cong ng\ cac 
van ban tir ch6i ve ke toan. 

- Ky cac van ban duyet chi von Icpu dong, tien m$t phuc 
vu cho yeu cau san xuit - kinh doanh cua doanh 
nghiep va cac don vj (theo lenh duyit cua giam d6c). 

- Ky cac van ban quyet toan hang thang, quy (theo lenh 
duyit cua giam doc). 

- Ky cac van ban ve quy tien loong v.v... 

- Hang ngay 

- Hang thang, quy 

3 

Kiem tra, doi chieu so lieu lien quan den: 

- V6n blng tien, cac khoan vay va thanh toan. 

- Chi phi nguyen vat liiu, dien, node, khau hao tai san c6 
djnh.v.v... 

- Chi phi ban hang, chi phi quan ly doanh nghiep. 

- Ban san pham, hang hoa. 

-Chi phi tiin lirong .v.v... 

Hang ngay 

Sau khi ke toan nguyen lieu, 
ke toan tien loong va k§ toan 
cac phln hanh khac da cap 
nhat do lieu vao so kd toan. 

4 

Tong hop, lap va phan tlch cac bao cao ke toan: 

- Tong hop va tinh gia thanh tirng san phim, lap bao cao 
tai chinh. 

- Tinh thue va xac djnh thue thu nhap, thue khac phai 
nop, lap bao cao nop thui cho co quan chirc nang cua 
Nha nirbe. 

- Bao cao so lieu ke toan, phan anh tinh hinh hoat dong 
san xuat kinh doanh cua doanh nghiep vdi giam d6c: 

Djnh ky, sau khi tap hop, dilu 
chinh s6 lieu cho phu hop. 
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TT 

Noi dung cong viec cy the 

Thdi gian thy»c hien 


• Bao cao chi phi, doanh thu; 

• Bao cao thu nhep doanh nghiep; 

• Bao cao v§ chi phi tien luong, lao dong; 

• Bao cao tinh hinh trich va si> dung cac quy. 

- Phan tich cac so li^u, kiem tra cac chung tu, tim kiem 
sai lech, thuc hien cac cong viec bat thudng do giam 
d6c giao. 


5 

Nghien cuu, tim hieu tren c o so tai lieu, so lieu bao cao 
k4t qua phan tich tinh hinh host dpng san xult kinh 
doanh cua doanh nghiep tu do tu van, kien nghj giam 
doc ve ke hoach san xuat v^ lua chon phuong an tot 
nhat. 

Thudng xuyen va khi co yeu 
cau 

6 

0anh gia thanh tich cua nhan vien phong ke toan theo 
tieu thuc danh gia cua doanh nghiep de ra. 

Cuoi thang, quy, nam 


b) Chirc track, nhiem vu cua cdc bo phan ki todn 

Theo hinh thuc va mo hinh to chuc cong tac ke toan da trinh bay d tren thi 
cac bo phan ke toan deu chju sir chi dao true ti4p cua k4 toan trudng va do k4 
toan trudng phan cong, phan nhiem. Chuc trach, nhiem vu cua tung bo phan k4 
toan theo so do bo may ke toan da minh hoa, cu th4 nhu sau: 

bl. Bo phan tai chinh, ke todn von bang tien, vay va thanh todn: 


TT 

Npi dung cong viec cu the 

Thdi gian thuc hipn 

1 

Cep nhat chung tu lien quan den ngan hang, vay v6n. 

Hang ngay 

2 

Giup k§ toan trudng xay dung va quan ly k§ hoach tai chinh 
cua doanh nghiep. 

Hang tuan, thang, quy 

3 

Ghi chep, phan anh so hien co va tinh hinh bien dong cua cac 
khoan v6n bang tien (tien met tei quy, tien gui ngan hang, tien 
dang chuyen). 

Hang ngay 

4 

Ghi chep ke toan t6ng hop va k§ toan chi tiet cac khoan tien 

vay, cac khoan cong no (cac khoan no phai thu, no phai tra) 
va nguon von chu so huu. 

Hang ngay 

5 

Thuc hien cac giao djeh thong thudng vdi ngan hang; thanh 

toan, sao ke, lep uy nhiem chi, lay so phu v.v... 

Hang ngay 
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TT 

Noi dung cong viec cu the 

Thai gian thu»c hien 

6 

Lap bao cao Itru chuyen tien te va cac bao cao noi bo ve cac 
khoan cong no, ve cac ngudn v6n. 

Hang thang, quy, nam 

7 

Thong ke cac chi tieu thuoc phln hanh ke toan cong viec tren. 

Hang thang, quy, nam 

8 

Thu’c hien cac cong viec khac theo s\y phan cong cua ke toan 
tn/ong. 

Khi co yeu c§u 


Voi churc trach, nhiem vu cua bo phan ke toan nay, co the khai quat quy 
trinh xu ly cong viec va luan chuyen chung tu ke toan nhu sau: 

+ Ke toan tien mat 
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Mo ta chi tiet: 

1. Nguoi co nhu c&u thanh toan tap hop chung tu (hoa dom dhu vao, hoa 
dom ban le, gi&y bien nhan, phi6u nhap, hgrp d6ng...) viet dk nghj thanh toan 
gui ke toan tnromg n4u la thu ti$n va gap ke toan thanh toan n4u la nop tien. 

2. K6 toan truong kiem tra bo chung tu ky duyet chi va chuySn sang ke 
toan thanh toan. Neu chung tu thanh toan khong hop le, nguoi de nghj phai tap 
hop lai du, dung chung tu theo yeu cau cua ke toan truong va lam lai de nghj 
thanh toan. 

3. Ke toan thanh toan thuc hien nhap du lieu va phan m6m ke toan, hach 
toan vao cac tai khoan lien quan theo dung noi dung kinh te. In phi6u thu (3 
lien), phieu chi (2 lien), ky xac nhan noi dung, chuy^n bo chung tu va phieu 
chi, phieu thu cho thu quy. 

4. Neu la thu tien ban hang hoa, djch vu chuyen ke toan thu6 viet hoa don, 
lay chu ky va cap nhat hoa don vao chuong trinh k4 toan, hach toan vao TK 
lien quan. 

5. Thu quy ti£n hanh thu hoac chi ti6n theo dung noi dung tren phi6u thu 
hoac phi4u chi. L2y chu ky nguoi nhan, nop ti£n va giao 1 lien phieu thu cho 
nguoi nop. D6ng thoi, cap nhat phieu thu, chi vao s6 quy. Luu mot lien phi6u 
thu, phieu chi va chuydn mot lien con lai ciing bo chung tu cho ke toan thanh 
toan. Ke toan thanh toan hoan thien chung tu va luu tru tai file quan ly rieng. 

6. Cu6i ky, k4 toan tong hgrp thuc hien t6ng hop s6 lieu, can d6i, cap nhat 
va phan bo, hach toan cac tai khoan lien quan (n4u co). 
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+ Ke toan tien gui ngan hang: 



Mo ta chi tiet: 


(1) Khach hang thanh toan bing chuydn khoan hoac ngubri nop tien true 
tiep vao tai khoan ngan hang cua cong ty. 

(2) Ngucri dk nghj thanh toan tap hop chung tu, lap dk nghi thanh toan gui 
ke toan tnrong. 

(3) Can cu vao quy djnh cua Luat Ke toan, chinh sach k4 toan cua cong ty, 
ton quy thuc te va yeu cau cua ben ban, ke toan truong (KTT) duyet dh nghj 
thanh toan va quyet dinh thanh toan bang tien mat hoac chuy^n khoan (cac 
khoan thanh toan 1dm, quan trong se dung hinh thurc nay). Ndu chung tu thanh 
toan chua hop le, KTT yeu cau nguoi de nghi lam lai. Bo chung tu da duyet se 
dugc chuydn sang k4 toan tien mat, Xi'en gui va tien vay. 
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(4) Ke toan chuyen trach lap uy nhiem chi gui ngan hang theo dung noi 
dung phat sinh. 

(5) Trong trudng hop cac khoan thanh toan co tinh chat djnh ky, thucmg 
xuyen, lien tuc va co thoa thuan truoc giua hai ben (tihn dien, dien thoai...), 
d6n ky thanh toan, nguoi ban se tu dong lap uy nhiem thu gui ngan hang nai 
cong ty dang ky mo tai khoan. 

(6) Gui uy nhiem chi, uy nhiem thu den ngan hang. 

(7) Dinh ky, k§ toan tien mat, tien gui va tien vay den lay so phu ngan 
hang. Thuc hien hach toan vao chuomg trinh ke toan va luu chung tu. 

(8) Cuoi ky, ke toan tong hop thuc hien tong hop so lieu, can doi, cap nhat 
va phan bo, hach toan cac tai khoan lien quan (neu co). 

(9) Ke toan thue viet hoa dom, lay chu ky va chuy6n cho khach hang da 
thanh toan, ke thue va hach toan vao chuong trinh ke toan. 

b.2. Bo phan ke toan tai san co dinh, vat lieu co nhiem vu chu yeu sau: 


TT 

Npi dung cong vi$c cu the 

Thdi gian 
thuc hien 

1 

Ghi chep ke toan tong hgp va ke toan chi tiet tai san c6 djnh, cong 
cu, dung cu ton kho, nguyen lieu vat ll$u t6n kho. 

Hang tuan, thang, 
quy 

2 

Tinh khau hao TSC0, phan bo cong cy, dung cu; tinh trj gia v6n vat 
lieu xu§t kho. 

Hang ngay (thang, 
quy) 

3 

Theo doi tai san co djnh va cong cu, dung cu dang si> dung d cac 
bQ ph|n trong doanh nghiep. 

Hang ngay 

4 

Lap cac bao cao ke toan noi bo vl tang giam tai san co djnh, bao 
cao nguyen vat lieu ton kho... 

Hang thang, quy 

5 

Thong ke cac chi tieu thupc tai san co djnh va hang ton kho. 

Hang thang, quy 

6 

Thuc hien cac cong viec khac theo su phan cong cua ke toan 
trudng. 

Khi co yeu ciu 


Voi chuc trach, nhiem vu cua bo phan kl toan nay, co thk khai quat quy 
trinh xu ly cong viec va luan chuyen chung tir ke toan nhu sau: 
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STT 

Bo phan 

DiAn giai 

Ghi chu 

1 

Hanh chinh 


Yeu cAu mua sAm, 
dAu tu xav mui TSCD 

i 



2 

Ban giam doc 


1 

QuyAt djnh dAu tu 



3 

Hanh chinh 

Ke toan 

^ * 

PhAi hop 

Mua ngoai Trien khai xay dung 

4 

Hanh chinh 

Ke toan 


i 

Ban giao TSCD 

-— 1 - 


Phoi hop 

5 

Ke toan 


▼ 

Hach toan TSCD 



6 

Hanh chinh 

* 


Quan ly, bao dirung TSCD 

1 

7 

Ke toan 

Hanh chinh 


Thanh ly TSCD 


PhAi hop 


Mo tci chi tiet: 


1. Khi phat sinh nhu cau ve tai san, bo phan hanh chi'nh lap yeu cAu mua 
hang hoa, djch vu gui ban giam d6c. 

2. Nhan ducrc yeu cau cua hanh chinh, ban giam doc t6 chuc hop. Can cu vao 
tinh hinh thirc te cua cong ty, can cur vao nhu cAu dat ra, vao kha nang sur dung va 
hieu qua mang lai, ban giam d6c ra quyAt dinh dAu tu TSCD nAu hoi tu du diAu 
kien. quyet dinh dAu tu dugc gui cho bo phan kA toan tai chinh va hanh chinh. 

3. Theo quyAt djnh cua ban giam d6c, hai bo phan kA toan va hanh chinh 
ket hop mua hang. Neu la xay dung mdi TSCD, hai bo phan nay triAn khai cac 
cong tac chuan bi xay dung, lap dat. Ke toan luon theo sat qua trinh mua ban, 
xay dung TSCD, tap hop chi phi va hach toan theo doi chi tiAt tung khoan 
muc. 
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4. Khi TSCD dirac mua hoac xay dung xong dam bao cac thong sd, yeu 
cau dat ra, sin sang dua vao su dung. Ke toan va hanh chinh thuc hien ban 
giao tai san cho bo phan su dung. 

5. TSCD da hoan thanh dua vao su dung dugc ke toan hach toan ket 
chuySn ghi tang TSCD, tinh khau hao va theo doi \k mat gia tri trong suot 
thai gian su dung. 

6. Song song vai qua trinh theo doi mat gia tri cua TSCD, bo phan hanh 
chinh thuc hien quan ly, duy tu, bao duong, sua chua TSCD dam bao hoat 
dong het cong suit. 

7. TSCD het thai gian su dung, 16i thai, khong con phu hop vdi cong nghe 
hien tai... dugc hai bo phan ke toan va hanh chinh to chuc thanh ly, thu hoi phe 
lieu. Ke toan ghi giam TSCD, khai bao thoi khau hao va hach toan gia tri thanh ly. 

b.3. Bo phan ke toan thanh pham va tieu thu co nhiem vu chuyeu sau: 


TT 

Noi dung cong viec cu the 

Thai gian 
thuc hien 

1 

Ghi chep ke toan tong hgp va chi tiet thanh phlm t6n kho. 

Hang ngay 

2 

Ghi chep, phan anh doanh thu ban hang va cac khoan dieu chinh 
doanh thu theo hoa do , n ban hang. 

Hang ngay 

3 

Ghi chep, phan anh va theo doi thanh toan cac khoan thue o khau 
tieu thu nhu thue tieu thu dac biet, thue xuat khau va thue gia trj gia 
tang. 

Hang ngay 

4 

Tinh toan va ghi chep ke toan tong hgp va ke toan chi ti^t tri gia 
v6n hang xuat ban. 

Hang ngay 
hope cuoi thang 

5 

Ghi chep ke toan tong hgp va ke toan chi tiet ban hang, chi phi 
quan ly doanh nghiep va tien hanh phan b6 cac loai chi phi nay 
theo chi phi san xuat kinh doanh trong ky de xac djnh ket qua kinh 
doanh. 

Hang ngay 

6 

Lap cac bao cao npi b$ ve tinh hinh thuc hien ke hopch chi phi ban 
hang, chi phi quan ly, ve ket qua kinh doanh cua tung nhom hang, 
mat hang tieu thu chu yeu, bao cao ve thanh pham ton kho. 

Hang thang, quy, 
nam 

7 

Thong ke cac chi tieu lien quan den phln hanh ke toan cong viec 

tren. 

Hang thang 

8 

Thgc hipn cac cong viec khac theo sg phan cong cua ke toan 

truang 

Khi co yeu cau 
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Voi chuc trach, nhiem vu cua bo phan ke toan nay, co the khai quat quy 
trinh xu ly cong viec va luan chuydn chumg tu kk toan nhu sau: 
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b.4. Bo phan ke toan tiin luomg va cac khoan trich theo luomg co nhiem 
vu chu yeu sau: 


TT 

Ndi dung cong viec cu the 

Thd'i gian 
ttiuc hien 

1 

Thu th|p thong tin ve ket qua thyc hien cong vipc: So topng san 
phim, so ngay cong cua cong nhan va can bo quan ly tu> cac bp 
phpn, phong ban. 

Hang ngay 

2 

Tham gia tinh toomg phai tra cho can bo, cong nhan vien cua toan 
doanh nghipp, cac khoan trich BHXH, BHYT, kinh phi cong doan 
ma doanh nghipp phai tra, tinh BHXH phai tra cho can bp, cong 
nhan vien difoc hiring BHXH (n£u co). 

Hang ngay, thang 

3 

Kiem tra so lipu phSt sinh va nhap vao may tinh (phln mem neu 
co). Ghi chep k£ toan t6ng hpp, ke toan chi ti£t tien Itrong, khoan 
trich BHXH, BHYT, kinh phi cong doan, thanh toan BHXH, BHYT, 
KPCD. 

Hang ngay 

4 

Tong hpp so Itpang san pham san xuat cua tong cong nhan, ngay 
cong cua tong lao dpng quan ly va tinh toang. 

Hang thang 

5 

Theo doi, thanh toan toomg va BHXH cho can bp, cong nhan vien 
doanh nghipp. 

Hang thang 

6 

Thanh toan tien an ca; chia toang va thanh toan tien toong. 

Hang thang 

7 

Thi/c hipn cac cong viec kh&c theo sy> phan cong cua ke toan 
tiwng. 

Khi co yeu clu 
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Vdti chuc trach, nhiem vu cua bo phan k$ toan nay, c6 the khai quat quy 
trinh xu ly cong viec va luan chuySn chung tu k4 toan nhu sau: 


STT 

Bo phan 

Chung tip 

Ghi chu 

1 

Hanh chinh 

Bang chim cong, bang ke lam them gioj 
quyit djnh vd luong, phu clp... 


2 

Ke toan 


V 




Bang thanh toan luong 





3 

Hanh chinh, 
giam <J6c 


~ 

Ky duyet 



4 

K4 toan 






Uy nhi^m chi/philu chi 


5 

Nhan vien 


i 

Ky nhan luong 



6 

K4 toan 






▼ i 


S6 phu ngan hang, phi§u k§ 
toan, sd sach, bao cao 


A id ta chi tiet: 


1. Cuoi thang, phong hanh chinh nhan sir chuyen bang chlm cong, bang 
lam them gio, bang thay doi nhan sir va tien luong cho k4 toan tien luong. 

2. Can cu vao du lieu phong hanh chinh nhan su dua sang, k4 toan ti£n 
luong thuc hien tinh luong theo dung quy dinh cua Luat Lao dong, chinh sach 
cua cong ty va thoa thuan voi ngudi lao dong. 

3. Sau do, ke toan ti^n luong chuyln lai bang luong cho hanh chinh nhan 
sir va giam doc kiem tra, ky duyet bang thanh toan luong. 

4. Ke toan luong chuyen bang luong cho k4 toan ngan hang lam uy nhiem 
chi thanh toan luong qua tai khoan, phieu chi thanh toan b^ng ti^n mat. 

5. Hanh chinh nhan sir lly chu ky nhan luong cua nhan vien. 

6. Sau khi ngan hang thuc hien trich chuyen tu tai khoan cong ty sang tai 
khoan cua cac ca nhan va bao no. Ke toan ngan hang \&y s6 phu va hach toan 
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vao chuong trinh. Luu so phu va chuyen lai bang luong cho ke toan tien luomg. 
ke toan tien luong thuc hien cac phieu ke toan, tong hop, ket chuyen va can doi 
so sach voi kS toan ngan hang, len so sach, bao cao. 

b.5. Bo phan ki toan tap hop chi phi va tinh gia thanh co nhiem vu chii 
yeu sau: 


TT 

Noi dung cong viec cu th§ 

Thdi gian 
thuc hien 

1 

Ghi chep k§ toan quan tri chi phi san xuat true ti§p va tinh gia 
thanh san xuat cua tung logi san pham va gia thanh don vi san 
pham. 

Hang ngay 

2 

Ghi chep k§ toan tong hop va ke toan chi tiet chi phi san xu§t 
true tiep phat sinh trong ky va tinh gia thanh san xuit cua san 
pham, danh gia san pham do dang. 

Hang tuan, thang, 
quy 

3 

Thong ke cac chi tieu lien quan den chi phi san xuat va gia thanh 
san xuat. 

Hang tu4n, thang, 
quy 

4 

L|p cac bao cao npi bp phuc vg yeu cau quan tri chi phi san xuat 
va gia thanh san xuat san pham. 

Hang thang, quy, 
nam 

5 

Lpp cac bao cao npi bp phuc vg yeu cau quan tri chi phi san xuat 
va gia thanh san xult san pham. 

Hang thang, quy, 
nam 

6 

Thuc hipn cac cong vipc khac theo su phan cong cua ke toan 
trudng. 

Khi co yeu cau 


b.6. Bo phan ki toan ting hop, kiem tra ke toan co nhiem vu: 


TT 

Noi dung cong vipc cu the 

Thdi gian 
thuc hien 

1 

Thg , c hipn cac nghiep vg npi sinh, Ipp cac but toan khoa so ke 
toan cu6i ky. 

Hang ngay 

2 

Thuc hipn cac phin hanh ke toan con lai ma chua phan cong, 
phan nhipm cho cac bp phan tren nhu: Hopt dpng tai chinh, hopt 
dpng bit thudng, cong vipc kho, phi/c tpp. 

Hang tuan, thang, 
quy 
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TT 

Npi dung cdng viec eg the 

Thai gian 
thipc hien 

3 

Kiem tra so lieu ki toan cua cac bp phan ke toan khac chuyen 
sang de phuc vu cho viec khoa so ke toan, Ipp bao cao ke toan. 

Hang thang, quy, 
nam 

4 

L|p bang can doi tai khoan (neu can) lap Bang can doi ke toan, 
kiem tra tinh chinh xac cua viec ghi chep ke toan v tat ca cac bp 
phpn va cong viec hpeh toan b do^n vj phu thupc va bao cao ket 
qua kinh doanh cua toan doanh nghiep. 

Hang thang, quy, 
nam 

5 

Lap cac bao cao ke toan npi bp khac ngo^i nhu’ng bao cao ke 
toan npi bp ma cac bp ph|n ke toan khac da l|p lien quan den 
tinh hinh tai chinh va cong khai tai chinh cua doanh nghiep. 

Khi co yeu du 

6 

Thi/c hien cac cong viec khac theo su> phan cong cua ke toan 
truing. 

Khi co yeu cau 


Tren day da trinh bay cong viec kg toan phan cong cho cac bo phan, song, 
toan bp cong viec deu n5m trong quy trinh thdng nhit, vi vay, cac bo phan kg 
toan dgu co quan he mat thigt voi nhau, khong tach biet dugc, ma phai do kg 
toan tong hop, kg toan truomg doanh nghiep chi phdi dieu hanh trong mot thg 
thdng nhlt dg cung tign hanh cong viec thu nhan, he thdng hoa va cung cap 
toan bo thong tin vg hoat dong kinh tg, tai chinh a doanh nghiep. 

Nhiing ph^n hanh cong viec trong qua trinh he thdng hoa thong tin kg toan 
trgn, ngoai ra khi thuc hien cac cong viec nay, cac bo phan kg toan con phai 
thuc hien chuc n3ng kigm tra cua kg toan. Cu thg, kg toan c4n kigm tra vg cac 
noi dung co lign quan dgn ph4n hanh kg toan ma bo phan dam nhiem nhu: 

- Kigm tra tinh hinh va tien do thuc hien cac chi tigu kg hoach, cac chi tigu 
du toan; 

- Kigm tra viec chip hanh cac chi do, thg le vg quan ly kinh ti, tai chinh, 
xac djnh muc kinh tg - ky thuat - lao dong va cac quy dinh cua nganh, cua 
doanh nghiep. 

- Kigm tra viec quan ly, bao quan va su dung tai san cua doanh nghiep. 

- Kg toan trudng la ngucri chu tri trong viec xay dung mo hinh bo may kg 
toan d doanh nghiep cin phai nim chic toan bo cong viec cua kg toan phai 
lam, noi dung cac cong viec din lam dg td chuc thuc hien moi phan hanh cong 
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viec ke toan, tren ca sa do t6 churc cac bo phan ciu thanh bo may kd toan va 
phan cong, phan nhiem cho cac bo phan thuc hien toan bo cong viec cua bo 
may ke toan phu hop voi co chd td chuc bo may kd toan doanh nghiep. 

- Cac dom vi khac cung phai tu xay dung mo hinh td churc bp may ke toan 
a don vi minh cho phu hop voi dac diem, noi dung hoat dong cua dom vi, phu 
hop voi quy mo va pham vi hoat dong cua dom vj, phu hop voi kha nang va 
trinh do cua dpi ngu can bo kd toan hien co. 

To churc khoa hoc va hop ly cong tac kd toan noi chung va bo may kd to£n 
dr dom vi noi rieng ching nhung dam bao dupe yeu ciu cua vipc thu nhan, he 
thong hoa va cung cap thong tin ke toan, phuc vu tdt cac yeu ciu quan ly kinh 
te tai chinh, ma con giup dom vi quan ly chat che tai san, ng^n ngua dupe 
nhung hanh vi lam tdn hai din tai san cua dom vi. 

TOM LAI. 

Noi dung phin nay gidri thieu cac mo hinh bo may ke toan dr doanh 
nghiep, gdm: mo hinh bo may tap trung, mo hinh bo may phan tan, mo hinh bo 
may vua tap trung vua phan tan; vai tro, churc trach, nhiem vu cua Ke toan 
trudmg doanh nghiep; churc trach, nhiem vu va noi dung cong viec cu thi cac 
bo phan trong phong ki toan doanh nghiep. Moi mot doanh nghiep co d^c 
diim ve quy mo, loai hinh hoat dong kinh doanh, dac thu llnh vuc kinh doanh 
khac nhau, trinh do quan ly, yeu ciu phan cip quan ly, trinh do nhan vien ki 
toan co khac nhau..., vi vay, tuy diiu kien cu thi cua doanh nghiep di xay 
dung mo hinh bo may cho phu hop, hieu qua, cung co thi khong doanh nghiep 
nao gidng doanh nghiep nao mot each hoan toan, diiu dd phu thuoc thuc ti td 
churc cong tac ke toan dr tung doanh nghiep. 

bAi TAP: 

Cdu 5: Trinh bay r6 noi dung cac mo hinh to churc cong tac ki toan ma 
cac doanh nghiep co thi ap dung de td churc bo may ke toan dr doanh nghiep? 

Cdu 6: Co ciu bo may kd toan doanh nghiep thudmg gom nhung bo phan 

nao? 

Cdu 7: Vai tro va churc trach cua kd toan trudmg trong doanh nghiep trong 
didu kien hien nay? 


\ 
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phAn k£t 


Chuc mung cac anh/chi da hoan thanh chuong II. Qua nghien cuu chuong 
nay, anh/chi can n4m dugc nhung noi dung co ban to chuc bo may ke toan 6 
don vj; can cu xay dung mo hinh to chuc bo may ke toan; noi dung cac mo 
hinh to chuc bo may ke toan a cac don vj va doanh nghiep; dac biet, hoc xong 
chuong nay, anh/chj hieu dugc co c&u cac bo phan/phan hanh ke toan trong 
phong ke toan cua doanh nghiep; noi dung, vai tro, chuc trach, nhiem vu cua 
ke toan trucmg doanh nghiep; chuc trach, nhiem vu, noi dung cong viec cu th^ 
cua tung bo phan ke toan trong phong k£ toan cua doanh nghiep. 

Chuc cac anh/chi thanh cong! 

TAI LIEU THAM KHAO 

1. Giao trinh T6 chuc cong tac k4 toan - Vien Dai hgc Mo Ha Noi - NXB 
Thong ke 2006 (chu bien: PGS.TS. Doan Xuan Tien). 

2. Cac Giao trinh: Ly thuyet hach toan ke toan, Ke toan dai cuong, To 
chuc cong tac k4 toan cac truong dai hgc (Hgc vien Tai chinh, Dai hoc 
KTQD Ha Noi, Dai hgc Kinh tS TP. HCM). 

3. Luat Ke toan s6 03/2003/QH11 da dugc Quoc hoi nuoc CHXHCN Viet 
Nam khoa XI, ky hgp thu 2 thong qua ngay 17 thang 6 nam 2003. 
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Chtnrng III 

TO CHUfC HE THONG CHI/NG TIJfKE TOAN 
VA CONG TAC HACH TOAN BAN DAU 


Xin chao cac anh/chi hoc vienl 

Rat han hanh dirge gap lai cac anh/chj a chuang III nay. Day la chuang se 
giai thieu nhung ki4n thuc ca ban v4 t6 chuc he thdng churng tu ke toan va 
cong tac hach toan ban d£tu. 

Chuang III gom 3 noi dung: 

I. Phan loai chung tir ke toan. 

II. Muc dich, yeu cau cua to chure he thong chung tu ke toan va hach toan 
ban dau. 

III. Noi dung to chuc he thong chung tu ke toan va hach toan ban ddu. 

Muc tieu chung: 

Sau khi hoc xong chuomg nay, anh/chi se nam dugc cac noi dung cong 
viec chinh can lam de to chuc he thong chung tu va hach toan ban dau o doanh 
nghiep mot each hop ly, khoa hoc va hieu qua. 

Muc tieu cu the: 

Sau khi hoan thanh chuomg nay, cac anh/chi se co the: 

- Nim vung cac ki6n thuc ve chung tu k4 toan; he thdng chung tu k4 toan; 
cong tac hach toan ban dau; 

- Ndm vung noi dung cac cong viec to chuc he thdng chung tu ke toan va 
cong tac hach toan ban dau a doanh nghiep; 

- Van dung cac kien thuc da hoc de: Thiet lap dugc danh muc chung tu k4 
toan su dung o mot loai hinh doanh nghiep cu th4. Bidt each t6 chuc hach toan 
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ban dau va thiet lap dugc chircmg trinh luan chuySn chung tu ke toan trong cac 
dieu kien cu the tai mot loai hinh doanh nghiep cu the. 

Chuc cac anh/chi thanh cong trong bai hoc nay! 

I. PHAN LOAI CHITNG TIT K£ TOAN 

GI0I THIEU: 

Chung tu ke toan dugc su dung de thu nhan cac thong tin ban dau ve cac 
nghiep vu kinh te - tai chinh, chung minh cho cac nghiep vu kinh te - tai chinh 
theo then gian va dia diem phat sinh cua chung. Do do, chung tu ke toan la can 
cu quan trgng cua viec ghi so ke toan va ki£m tra ke toan. De su dung chung tu 
ke toan mot each hieu qua din thi6t phai phan loai chung, dong thori de to chuc 
cong tac hach toan ban diu can phai bi€t phan loai chung tu ke toan. Sau khi 
hoc xong phan nay, cac anh/chi din nim dugc cac van de: 

- Cac tieu thuc (cac each) phan loai chung tu ke toan. 

- Cac loai chung tu ke toan theo timg each phan loai cu the. 

N0I DUNG: 

1. Phan loai chung tip k§ toan theo noi dung kinh t! 

Theo tieu thuc nay co cac loai chung tu ke toan sau: 

- Chung tit lao dong lien hronig: gom cac chung tu phan anh cac thong tin 
ban dau ve tien luong, tien thuong va cac khoan trich theo luong, nhu: Bang 
thanh toan tien luomg. Bang thanh toan tien thuomg, Phieu xac nhan san phim 
hoac cong viec hoan thanh. Bang phan bo tien luong va bao hiem xa hoi... 

- Chimg tit hang ton kho: gom cac chung tu phan anh cac thong tin ban 
dau ve hang ton kho (nguyen vat lieu, cong cu dung cu, hang hoa, thanh 
pham...), nhu: Phieu nhap kho, Phieu xuat kho, Bang ke mua hang, Bang phan 
bo nguyen vat lieu, cong cu dung cu... 

- Chitng tit ban hang : gom cac chung tu phan anh cac thong tin ban dau v£ 
tieu thu san pham, hang hoa, cung cap d|ch vu, nhu: Hoa don ban hang thong 
thuong, Hoa don dich vu cho thue tai chinh. The quay hang, Hoa don gia tri gia 
tang... 
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- Chung tic tiin te: gdm cac chung tir phan anh cac thong tin ban dau ve 
tidn te, nhu: Phieu thu, Phidu chi, Gily dd nghj tarn ung, Giay thanh toan tidn 
tam ung, Bien lai thu tidn... 

- Chung tic tai san cd dinh : gdm cac chung tu kd toan phan anh cac thong 
tin ban dku vd tai san cd djnh, nhu: Bien ban ban giao tai san co dinh, Bien ban 
thanh ly tai san cd dinh, Bien ban danh gia lai tai san co djnh, Bang tinh va 
phan bd khau hao tai san co djnh... 

2. Phan lo?i chung tu k4 toan theo muc do tai lieu phan anh tren chung 
tu k4 toan 

Theo tieu thuc nay co 2 loai chung tu kd toan: chung tu ke toan goc va 
chung tir k4 toan tdng hop. 

- Chung tic ki toan gdc : Phan anh true ti4p cac nghiep vu kinh t4 - tai 
chinh theo thai gian va dia diem phat sinh cua chung. Vi du: Phieu thu, Phieu 
chi, Phi4u nhap kho, Phi4u xuat kho, Gmy bao No, Giay bao Co... 

- Chicng tic ki toan tdng hop : Phan anh gian ti€p cac nghiep vu kinh t4 - tai 
chinh tren co scr cac chung tir goc cimg loai (cung noi dung kinh te). Chung tir 
ke toan tong hop bao g6m: Bang tong hop chung tir goc, Chung tir ghi s6. 

Viec sir dung chung tir ke toan tong hop nham muc dich giam bat kh6i 
luomg ghi s6 ki toan, giup cho viec ghi s6 ki toan dugc thuan lgi hom. Tuy 
thuoc vao so lugng nghiep vu phat sinh nhieu hay it, thuang xuyen hay khong 
thuang xuyen ma chung tir tdng hap co the dugc ke toan lap theo dinh ky dai 
hay ngkn. Chung tir ki toan tdng hgp la can cir de ghi so phai co du cac chung 
tir gdc dinh kem va dugc ki toan truemg ky duyet. 

Vi du: Trong thang l/200x tai Doanh nghiep ABC phat sinh 50 Phidu xudt 
kho nguyen vat lieu di san xudt san pham. Ndu ki toan can cu true tidp vao 
cac chung tir gdc dd ghi so ke toan thi vdi 50 Phieu xudt kho nay se co 50 ldn 
ghi vao sd kd toan, lam cho so ke toan co the se rat cong kdnh vi khdi lugng 
ghi sd Ion. Dd giam bat khoi lugng ghi sd, kd toan se lap Bang tdng hgp xudt 
kho nguyen vat lieu. Sau do, can cir vao Bang tdng hgp xuat nguyen vat lieu dd 
ghi sd kd toan. Gia sir Doanh nghiep ABC lap chung tir tdng hgp theo dinh ky 
3 ngay thi den cudi thang l/200x se co 10 Bang tdng hgp xukt kho nguyen vat 
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lieu va viec ghi so ke toan doi voi loai nghiep vu nay giam tu 50 lan ghi so 
xuong con 5 lan ghi so. 

3. Phan loai chung tip k§ toan theo quy djnh cua Nha nubc v§ chipng tip 
k§ toan 

Theo tieu thuc nay co 2 loai chung tu ke toan: chung tu ke toan bat buoc 
va chung tu ke toan hudrng dan. 

- Chung tu ke toan bat buoc: 

Vi du: Phieu thu, Phi6u chi, Bien lai thu tien, Hoa don gia tri gia tang... 

Doi voi loai chung tu ke toan nay, Bo Tai chinh quy dinh noi dung, ket 
cau mau chung tu, phuong phap ghi cac chi tieu kinh te - tai chinh tren chung 
tu va bat buoc cac don vi phai thuc hien theo dung nhung quy djnh do. 

- Chung tic ki toan hu&ng dan: 

Vi du: Bang phan bo tien luomg va bao hiem xa hoi, Phieu bao vat tu con 
lai, Giay de nghi tam ung, Bang tinh va phan bo khau hao tai san co dinh... 

Doi voi loai chung tu ke toan nay, Bo Tai chinh quy djnh noi dung, ket 
cau mau chung tu, phuong phap ghi cac chi tieu kinh t4 - tai chinh tren chung 
tu. Tuy nhien, nhung quy djnh nay khong co tinh bdt buoc cac don vi phai thuc 
hien. Cac don vj co the bo sung them chi tieu kinh te - tai chinh, hoac thay d6i 
ket cau mau chung tu sao cho phu hop voi dac diem va yeu cau quan ly cua 
don vj. 

4. Phan loai chung tip k§ toan theo dja diem lap chung tip k§ toan 

Theo tieu thuc nay co 2 loai chung tu ke toan: chung tu ke toan ngoai sinh 
va chung tu ke toan noi sinh. 

- Chung tic ke toan noi sinh : gom cac chung tu ke toan duoc lap boi phong 
ke toan trong don vj ke toan, nhu: Phieu thu, Phieu chi, Bang phan b6 va tinh 
khau hao tai san co dinh, Bang phan bo chi phi.... 

- Chung tic ke toan ngoai sink, gom cac chung tu duoc lap boi cac don vi, 
to chuc, ca nhan ben ngoai don vj, nhu: Giay bao Co, Giay bao No, Hoa don 
ban hang cua ngubi cung cap...) va cac chung tu duoc lap boi cac bo phan 
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chuc nang khac cua dom vi, nhu: Phi§u nhap kho, Philu xuat kho, Bien ban 
kilm ke quy, Bang chlm cong...; 

TOM LAI: 

Co 4 each phan loai chung tir ke toan, do la: 

- Phan loai chung tu theo noi dung kinh te. Theo each phan loai nay, 
chung tu chia thanh 5 loai: chung tu lao dong tien luomg; chung tu hang ton 
kho; chung tu ban hang; chung tu tien te; chung tu tai san c6 dinh. 

- Phan loai chung tu theo muc do tai lieu phan anh tren chung tu ke toan. 
Theo each phan loai nay, chung tu chia thanh 2 loai: chung tu goc va chung tu 
t6ng hop. 

- Phan loai chung tu theo quy djnh cua Nha nuac v6 chung tu k£ toan. 
Theo each phan loai nay, chung tu chia thanh 2 loai: chung tu k4 toan bit buoc 
va chung tu ke toan huong din. 

- Phan loai chung tu theo dja dilm lap chung tu k6 toan. Theo each phan 
loai nay, chung tu chia thanh 2 loai: chung tu noi sinh va chung tu ngoai sinh. 

BAI TAP: 

Cau 1: Cac each phan loai chung tu ke toan? 

Cdu 2: Phan loai theo noi dung kinh tl thi chung tu kl toan g6m nhumg 
loai chung tu nao? 

n. MUC DICH, YEU CAU CUA T6 CHlfC HE TH6NG CHLfNG Tlf K6 
TOAN VA HACH TOAN BAN OAU 

GICJI THIEU: 

Trong phln nay, chung ta se tim hieu ve muc dich va yeu clu cua t6 chuc he 
th6ng chung tu ke toan. Sau khi hoc xong phln nay, cac anh/chi se nlm dugc: 

- Muc dich cua vln di t6 chuc he thong chung tu k6 toan va hach toan ban 

dlu. 

- Cac yeu clu cua cong tac t6 chuc he thdng chung tu ki toan va hach toan 
ban dau. 
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N0I DUNG: 

1. Muc dich to chirc he thdng chung tip kd toan 

To chuc he thong chung tu kd toan va hach toan ban dlu la khau cong 
vide quan trong doi vdi toan bo quy trinh kd toan bcri vi no cung cap “nguyen 
lieu” dau vao - cac thong tin ban dau ve cac doi tugng kd toan. 

Muc dich cua to chuc he thdng chung tu ke toan va hach toan ban dau la 
nhlm dam bao tinh hop phap cua thong tin kd toan, cung cap ca sa so lieu cho 
cac khau tiep theo cua quy trinh ke toan, duy tri tinh khoa hoc, hop ly va hieu 
qua cua cong tac ke toan. 

2. Yeu clu cua t6 chipc he thdng chi>ng tip k§ toan va hach toan ban ddu 

Cac yeu cau dat ra doi vdri to chuc he thong chung tu ke toan va hach toan 
ban dau la: 

- He thong chung tu ke toan cua don vj phai dugc to chuc mot each chat 
che, dam bao tuan thu he thong chung tu ke toan bat buoc thuoc che do kd toan 
ma dom vi ap dung. 

- He thong chung tu ke toan cua don vi phai dugc to chuc mot each hieu 
qua, dam bao sir van dung linh hoat cac chung tu ke toan huong din va chu 
dong thiet lap cac chung tu ke toan ma don vj can su dung nhung trong he 
thong chung tu ke toan thong nhat khong quy dinh. 

- To chuc hach toan ban dau (bao gom lap, kiem tra, phan loai, tong hgp 
chung tu ke toan), to chuc luan chuyen chung tu ke toan phai dam bao yeu clu 
khoa hoc, hgp ly, hieu qua. 

TOM LAI: 

- Muc dich cua to chuc he thdng chung tu kd toan va hach toan ban dlu la 
nham dam bao tinh hgp phap cua thong tin ke toan, duy tri tinh khoa hgc, hgp 
ly va hieu qua cua cong tac ke toan. 

- Yeu cau cua to chuc he thdng chung tu ke toan va hach toan ban dau la: 
to chuc chat che, hieu qua, khoa hgc, hgp ly... 
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BAI TAP: 

Cau 3: Khi t6 chuc he thdng chung tu ke toan va hach toan ban dlu can 
! phai dam bao cac yeu clu gi? 

III. NOI DUNG T6 CHLTC HE TH0NG CHLfNG Ti> k£ TOAN VA HACH 
TOAN BAN DAU 

GI0I THIEU: 

Trong phan nay, chung ta se di sau tim hieu nhung cong viec chinh cua to 
chuc he thong chung tu ke toan va hach toan ban dau; noi dung cu the cua tirng 
cong viec do. Sau khi hoc xong muc nay, cac anh/chj co the: 

- Biet dugc cac cong viec can phai lam khi to chuc he thong chung tu ke 
toan va hach toan ban dau. 

- Hieu dugc cac noi dung cu the cua tung cong viec trong qua trinh to 
chuc he thong chung tu va hach toan ban dau. 

N0I DUNG: 

To chuc he thong chung tu ke toan va hach toan ban dau la t6 chuc 
nhung noi dung cong viec chinh nhu: xay dung danh muc chung tu k4 toan 
can su dung o dooi vj; to chuc hach toan ban dau va to chuc luan chuy^n 
chung tu ke toan. 

1. Xay dung danh muc chinng tip k§ toan o’ dan vj 

Xay dung danh muc chung tu ke toan su dung tai don vi la khau cong viec 
dku tien nh&m phuc vu cho viec thu nhan thong tin ve cac nghiep vu kinh t4 - 
tai chinh. Thuc chat la to chuc van dung he thong chung tir ke toan da dugc Bo 
Tai chinh ban hanh mot each phu hgp vai dac diem va yeu cau quan ly cu th6 
cua don vi. De xay dung danh muc chung tu ke toan su dung cr don vi din dua 
tren cac can cu sau day: 

- Danh muc chung tu ke toan bat buoc va hudng din do Bo Tai chinh quy 
djnh thuoc che do ke toan ma doanh nghiep ap dung. 

- Dac diem va yeu cau quan ly cua don vi. 
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Noi dung cu the cua cong viec nay la: 

a) Thu nhat: Td chuc tuan thu va van dung he thdng chung tu ki todn 
duac Nhd nu&c ban hanh thdng nhat cho cdc doanh nghiep: 

Ki toan trudng dom vj se can cur vao danh muc chung tu ke toan thdng 
nhlt thuoc che do ke toan ma dom vi ap dung va can cu vao dac diem, yeu c m 
quan ly cua don vi de lua chon va quy dinh viec su dung cac mlu chung tu kS 
toan thich hop; dong thdi quy dinh ro nguoi chiu trach nhiem ghi chung tir k£ 
toan. 

Danh muc chixng tu k6 toan hien hanh ap dung cho cac doanh nghiep duqc 
Bo Tai chinh quy dinh tai Quydt djnh s6 15/2006/QD-BTC ngay 20/3/2006 va 
tai cac van ban phap ly khac lien quan bao gom 5 loai tuomg ung voi 5 loai chi 
tieu kinh te - tai chinh, trong do mot so chung tu ke toan mang tinh bat buoc, 
con lai la cac chung tu ke toan mang tinh huong din. 

- Doi voi chung tu ke toan bat buoc, bieu mau do Bo Tai chinh hoac don 
vi duoc Bo Tai chinh uy quyen in va phat hanh. Don vi khong duac sua doi 
bieu mau, noi dung va phuang phap ghi chep tren chung tu ke toan bat buoc. 

- Doi voi chung tu ke toan huong dan, tuy thuoc vao dac diem va yeu ciu 
quan ly cua dom vj, ke toan trudmg se thiet lap cu the viec su dung mlu bidu, 
noi dung va phuomg phap ghi chep. Mau bieu chung tu ke toan huong din co 
the duac mua san, hoac dom vi tu thiet ke mau va tu in nhung phai dam bao du 
cac noi dung chu yeu cua chung tu ke toan theo quy dinh. 


DANH MUC CHU’NG TLT K£ TOAN 

(Ban hanh theo QD 15/2006/QD-BTC ngay 20/3/2006 cua Bo Tai chinh) 


TT 

Ten chung tu 

So hieu 

Tinh chit 


A. CHU’NG TU’ k6 TOAN BAN HANH THEO 0015 

BB 

HD 


1. Lao dong ti4n luung 





Bang Chinn cong 

Ola-LOTL 


X 


Bang cham cong lam them gib 

Olb-LOTL 


X 


Bang thanh toan tien luo-ng 

O2-L0TL 


X 
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TT 

Ten chu>ng tu» 

S6 hieu 

Tinh chit 


Bang thanh toan tien thaang 

O3-L0TL 


X 


Giay di dipdng 

O4-L0TL 


X 


Phieu xac nhan san pham hoac cong viec hoan thanh 

O5-L0TL 


X 


Bang thanh toan tien lam them gi o 

O6-L0TL 


X 


Bang thanh toan tien thue ngoai 

O7-L0TL 


X 


Hap dong giao khoan 

O8-L0TL 


X 


Bien ban thanh ly (nghiem thu) hop dong giao khoan 

O9-L0TL 


X 


Bang ke trich nop cac khoan theo lu-o’ng 

O1O-L0TL 


X 


Bang phan bo tien laang va bao hi£m xa hoi 

O11-L0TL 


X 


II. Hang t6n kho 





Phieu nhap kho 

01-VT 


X 


Phieu xuat kho 

02-VT 


X 


Bien ban kiim nghiem v|t ta, cong cu, san pham, hang 

03-VT 


X 


hoa 

04-VT 


X 


Phi^u bao vat tip con lai 

05-VT 


X 


Bien ban kiem ke vat tip, cong cu, san pham, hang hoa 

06-VT 


X 


Bang ke mua hang 

07-VT 


X 


Bang phan bo nguyen lieu, vat lieu, cong cu, dung cu 





III. Ban hang 





Bang thanh toan hang dai ly, ky gi>i 

01-BH 


X 


The quiy hang 

02-BH 


X 


IV. Tiin te 





Phi§u thu 

01-TT 

X 



Phieu chi 

02-TT 

X 



Giay de nghj tarn i>ng 

03-TT 


X 


Giay thanh toan tien tarn i>ng 

04-TT 


X 


Giay de nghj thanh toan 

05-TT 


X 


Bien lai thu tien 

06-TT 

X 



Bang ke vang, bac, kirn khi quy, da quy 

07-TT 


X 
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TT 

Ten chipng tip 

S6 hieu 

Tinh chit 


Bang kilm ke quy (dung cho VND) 

08a-TT 


X 


Bang kiim ke quy (dung cho ngoai te, vang, bac, kim khi 
quy, da quy) 

08b-TT 


X 


Bang ke chi tien 

09-TT 


X 


V. Tai san c6 djnh 

Bien ban giao nhan TSCD 

01-TSCD 


X 


Bien ban thanh ly TSCD 

02-TSCD 


X 


Bien ban ban giao TSCD si>a chOa Idn hoan thanh 

03-TSCD 


X 


Bien ban danh gia lai TSCD 

04-TSCD 


X 


Bien ban kilm ke TSCD 

05-TSCD 


X 


Bang phan b6 va tinh khiu hao TSCD 

06-TSCD 


X 


B. CHLPNG Tlf BAN HANH THEO CAC VAN BAN PHAP LUAT KHAC 



Giiy chirng nhan nghi 6m hu’O'ng BHXH 



X 


Danh sach ngu’O’i nghi hipang trg cap 6m dau, thai san 

Hoa do , n gia tri gia tang 

01GTGT-3LL 

X 

X 


Hoa do’n ban hang thong thu’dng 

02GTGT-3LL 

X 



Phiiu xuit kho kiem van chuyln noi bo 

03PXK-3LL 

X 



Phiiu xuit kho hang giri dai ly 

04HDL-3LL 

X 



Hoa do’n djch vu cho thue tai chinh 

05TTC-LL 

X 



Bang ke hang hoa mua vao khong co hoa dan 

04/GTGT 

X 



Ghi chu : (*) BB: Miu bit buoc 
(*) HD: Mlu hipang din 


b) Thu- hai: To chirc thiet lap cdc chirng tie ke todn md dan vj chn su 
dung nhung khong dirac ban hanh trong he thong chirng tie ke todn: 

Ke toan tnrong se can cir vao dac diem va yeu cau quan ly cua dan vj d£ 
thiet lap cac chirng tu ke toan khong dugc quy dinh trong he thong chung tu kl 
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toan nhir cac chung tu k$ toan phan anh nghiep vu phan bd chi phi san xuat 
chung c6 djnh (ddi vdi doanh nghiep san xuat thuc hien Chudn muc so 02- 
“Hang ton kho”); phan bd chi phi lai vay; phan bo phu troi va chidt khau trai 
phieu; phan bd chi phi ban hang; phan bo chi phi quan ly doanh nghiep; phan 
bo doanh thu nhkm xac djnh ket qua chi tiet theo yeu cau quan ly... Vdi cac 
chung tu ke toan nay dom vj phai tu thiet kd mlu bidu, noi dung va phuomg 
phap ghi chep n§u co nhu chu su dung nhung phai dam bao sir thdng nhat 
trong ky hach toan. 

Ke toan truong dorn vj chiu trach nhiem phan cong cac bo phan, ke toan 
vien thuc hien; quy djnh mau bieu, noi dung va phuong phap ghi chep thich 
hop cho timg loai chung tu tu thiet k§; kiem tra, duyet va giam sat chat che 
trudc khi chung dugc su dung dk ghi s6. 

2. T6 chirc hach toan ban diiu 

a) To chirc lap chicng tie ke toan 

Lap chung tu ke toan la cong viec quan trong co anh huong quyet dinh 
den chat luong thong tin cua toan bo quy trinh ke toan, do vay phai dugc t6 
chuc mot each chat che va dam bao day du cac nguyen tac quy djnh boi phap 
luat. Mgi nghiep vu kinh te - tai chinh phat sinh lien quan d6n hoat dong cua 
don vj deu phai dugc lap chung tu ke toan de phan anh. 

Chung tu ke toan chi dugc lap 1 lan cho mot nghiep vu kinh t4 - tai chinh 
va phai co du cac yeu to theo luat dinh. Chung tu ke toan phai dugc lap du s6 
lien theo quy djnh doi vai timg loai chung tu. Chung tu k4 toan lap nhi£u lien 
phai dugc lap mot lan cho tat ca cac lien theo cung mot noi dung thdng nhat 
biing each dat gi&y than vi4t mot lan hoac lap bang may tinh, ho^c co Xhk viet 
tay nhieu \hn nhung phai dam bao day du tinh phap ly va su thdng nhdt cho cac 
lien chung tu. Doi vai cac chung tir ke toan ghi bang tieng nude ngoai khi su 
dung de ghi so d Viet Nam phai dugc djeh ra tieng Viet theo quy dinh. 

To chuc lap chung tu k4 toan thuoc pham vi chuc nang cua k£ toan dan 
vi, bao gom cac cong viec chinh sau day: 
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a.l. To chicc huang dan va kiim tra viec lap cac chung tic khong thuoc 
track nhiem lap ciia ke loan ma duac lap bai cac bo phan chuc nang khac ciia 
dom vi. 

Tat ca cac chung tu ke toan deu dugc chuyen ve phong ke toan de lam can 
cu ghi s6. Do vay, doi vai loai chung tu k£ toan nay trach nhiem cua ke toan la 
phai huang dan cac bo phan lien quan trong viec ghi chep, tinh toan cac chi 
tieu, dam bao cac yeu to tren chung tir, lap chung tu nhieu lien... Dong thori 
phai kiem tra chat che viec lap va chuyen chung tu ke toan ve phong ke toan. 

Ki toan truong dan vi se can cu vao ca cau bo may ke toan de phan cong va 
quy dinh trach nhiem cho tung bo phan, nhan vien ke toan trong viec kiem tra, doi 
chi£u, hoan chinh chung tu va su dung chung tu de ghi so ke toan lien quan: 

- Doi vai cac chimg tic ke toan phan dnh chi tieu lao dong tien luang : Cac 
chung tu lao dong tien luang duac lap bai cac bo phan, ca nhan khac gom co: 
Bang cham cong, Bang cham cong lam them gia, Giay di duong, Phieu xac 
nhan san pham hoac cong viec hoan thanh, Bang thanh toan tien thue ngoai, 
Hap dong giao khoan, Bien ban thanh ly (nghiem thu) hop dong giao khoan... 
Bo phan ke toan tien luang cua don vi co trach nhiem kiem tra, doi chieu cac 
chung tu nay va thuc hien cong viec quy doi ngay cong de tinh luang va bao 
hiem xa hoi, bao hiem y te, kinh phi cong doan; hoan tat viec ghi chep cac noi 
dung tren chung tu; lam thu tuc thanh toan; su dung cac chung tu de ghi so ke 
toan tien luang. 

- Doi vai cac chimg tic ke toan phan dnh chi tieu hang ton kho\ Cac chung 
tu hang ton kho dugc lap bai cac bo phan, ca nhan khac gom co: Phieu nhap 
kho, Phieu xuat kho, Bien ban kiem nghiem vat tu, cong cu, san pham, hang 
hoa, Phieu bao vat tu con lai cuoi ky, Bien ban kiem ke vat tu, cong cu, san 
pham, hang hoa, Bang ke mua hang... Bo phan ke toan hang ton kho chju trach 
nhiem kiem tra, doi chieu cac chung tu nay va thuc hien cong viec quy doi 
hien vat thanh gia tri, hoan tat viec ghi chep cac noi dung tren chung tu (dan 
gia, thanh tien); su dung chung tir de ghi so ke toan hang ton kho. 

- Doi vai cac chimg tic ke toan phan dnh chi tieu ban hang: Cac chung tu 
ban hang dugc lap bai cac bo phan, ca nhan khac (Bang thanh toan hang dai 
ly, ky gui; The quay hang; Hoa don ban hang thong thuonp- 
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gia tang...). Bo phan ki toan tieu thu chiu trach nhiem kiem tra, doi chieu cac 
chung tu nay; lam thu tuc thanh toan; sir dung chung tu di ghi si ki toan tieu 
thu va xac djnh ket qua. 

- Doi voi cac chung tic ke toan phan anh chi tieu tiin te: Cac chung tu tien 
te dugc lap boi cac bo phan, ca nhan khac glm: Gily di nghi tam ung, Gily dl 
nghi thanh toan, Bien lai thu tiin, Bang ke vang, bac, kim khi quy, da quy, 
Bang ki6m ke quy, Bang ke chi ti^n... Bo phan ke toan quy va thanh toan chiu 
trach nhiem ki£m tra, ddi chi6u cac chung tu nay; hoan tit viec ghi chep cac 
noi dung tren chung tu (neu co); su dung chung tu di ghi s6 ki toan. 

- Doi voi cac chung tic ke toan phan anh chi tieu tai san co dinh\ Cac 
chung tu tai san co djnh dugc lap boi cac bo phan, ca nhan khac gom: Bien 
ban giao nhan TSCD, Bien ban thanh ly TSCD, Bien ban ban giao TSCD sua 
chua lom hoan thanh, Bien ban danh gia lai TSCD, Bien ban ki§m ke TSCD... 
Bo phan ke toan TSCD chiu trach nhiem kiem tra, doi chieu cac chung tu nay; 
hoan tat cac noi dung ghi chep tren chung tu (n4u co); su dung chung tu di ghi 
s6 ki toan TSCD. 

a.2. To chicc lap cac chung tic thuoc trach nhiem lap cua ki toan. 

Voi loai chung tu nay, ke toan truomg chju trach nhiem t6 chuc van dung 
he thong chung tu do Bo Tai chinh ban hanh, hoac quy dinh mau biiu, noi 
dung, phuomg phap lap doi voi cac chung tir khong dugc ban hanh trong he 
thong chung tir; phan cong trach nhiem lap cho tung bo phan, ca nhan va t6 
chuc giam sat kiem tra viec thuc hien. Cu th6 la: 

Doi voi cac chung tic ke toan duoc ban hanh trong he thdng chung tic: 

- Cac chung tu lao dong tidn luong: Bo phan ki toan tiin luong chju trach 
nhiem lap cac chung tu, nhu: Bang thanh toan ti£n luong, Bang thanh toan ti£n 
thuong, Bang thanh toan tiin lam them gio, Bang ke trich nop cac khoan theo 
luong, Bang phan bo tiin luong va bao hiem xa hoi theo quy dinh va huong 
dan trong he thing chung tu. 

- Cac chung tu hang tin kho: Bo phan ki toan hang tin kho chiu trach 
nhiem lap Bang phan bo nguyen lieu, vat lieu, cong cu, dung cu theo quy dinh 
va huong dan trong he thing chung tu. 


89 


So hoa boi Trung tam Hoc lieu - DH TN 


http://www. Irc-tnu. edu. vn 


- Cac chung tu ti§n te: Bo phan k4 toan quy va thanh toan chju trach 
nhiem lap Phieu thu, Phieu chi, Giay thanh toan tarn ung theo quy djnh va 
huong dan trong he thong chung tu. 

- Cac chung tu tai san c6 djnh: Bo phan kS toan TSCD chiu trach nhiem 
lap Bang tinh va phan bo khdu hao TSCD theo quy djnh va huong dan trong he 
thdng chung tu. 

Doi v&i cac chung tic k£ toan khong duac ban hanh trong he thong chung tic: 

- Chung tu ke toan phan anh cac nghiep vu noi sinh phuc vu phan b6, k$t 
chuyen chi phi, thu nhap: Bo phan ke toan chi phi san xuat va gia thanh, bo 
phan ke toan tieu thu... chiu trach nhiem lap cac chung tu phan b6 ket chuyen 
chi phi, thu nhap theo sir phan cong va huong dan cua k6 toan truong, nhu: 
Bang phan bo chi phi san xuat chung co dinh; Bang phan b6 chi phi san xuk 
chung; Bang phan b6 chi phi nguyen vat lieu true ti4p; Bang phan b6 chi phi 
nhan cong true tiep; Bang phan bo chi phi ban hang va chi phi quan ly doanh 
nghiep... 

- Chung tu ke toan tong hop: bao g6m bang t6ng hop chung tu g6c va 
chung tu ghi so. Bang tong hop chung tu goc duoc su dung trong tk ca cac 
hinh thuc ke toan, con chung tu ghi so chi su dung trong hinh thuc k6 toan 
Chung tu ghi so. Can cu lap bang tong hop chung tu goc la cac chung tu goc 
cung loai (cung noi dung kinh t4) phat sinh nhi8u \hn trong ky. Can cu lap 
chung tu ghi s6 la cac chung tu g6c cung loai (cung noi dung kinh t£) hoac cac 
bang tong hop chung tu gdc cung loai (cung noi dung kinh te). Cac chung tu 
tong hop duoc lap dinh ky (3, 5, 10,... ngay) tuy thuoc vao khoi luong nghiep 
vu phat sinh. Ky lap chung tu tong hop do ke toan truong quy djnh va huong 
dan. Trach nhiem lap chung tu tong hop thuoc v6 cac bo phan k6 toan su dung 
chung tu tong hop d4 ghi so. 

b) To chuc kiem tra y phan loai 9 tdng hap chung tu va lap dinh khoan 
ke toan 

- Kiem tra chung tic ke toan . 

Chung tu ke toan la co so so lieu de ghi so ke toan, thong tin tren chung tu 
ke toan co anh huong quy4t djnh den chat luong thong tin tren bao cao k4 toan. 
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Do vay, tnrac khi dugc su dung de ghi so, chung tu ke toan can phai dirge 
kiem tra nham dam bao tinh hop le, hop phap va hop ly. Ke toan truang ch|u 
trach nhiem to chuc kiSm tra chung tu ke toan. 

Doi vai don vj co bo phan kiem tra k§ toan rieng trong phong ke toan, 
cong viec kiem tra chung tu ke toan do bo phan nay thuc hien. Doi voi dan vi 
khong co bo phan kiem tra ke toan rieng, cong viec ki6m tra chung tu ke toan 
se dugc thuc hien true tiep bch bo phan ke toan su dung chung tu ke toan de 
ghi so. Trong moi truang hap, viec ki§m tra chung tu ki toan phai duoc quy 
dinh ro rang, chat che ve noi dung, trach nhiem va each thuc kiem tra. 

Noi dung cua cong viec kiem tra chung tu ke toan bao gom: 

- Kiem tra bieu mau chung tu ke toan va cac y4u t6 cua chung tu k4 toan. 
D6i voi cac chung tu ke toan bat buoc thi phai tuan thu dung bi6u m£u do Bo 
Tai chinh quy djnh. Tren cac chung tu ke toan n4u chi thi6u mot trong cac ylu 
to ca ban cua chung tu cung duoc danh gia la khong hap le va khong du can 
cu phap ly de ghi so ke toan; 

- Kiem tra tinh hap ly, tinh trung thuc, chinh xac, khach quan vq noi dung 
nghiep vu kinh te - tai chinh phan anh trong chung tu, cac chi tieu so luong va 
gia trj thong qua doi chieu voi ke hoach, du toan, djnh muc, hap d6ng, ky luat 
thanh toan, ky luat tin dung, gia ca thi truang... Noi dung nghiep vu kinh t6 - 
tai chinh phan anh trong chung tu ke toan phai phan anh day du sir anh huang 
den cac d6i tuong k4 toan lien quan de dam bao cho viec ghi kep tren tai khoan 
k4 toan; d6ng thdi phai phu hap vai ke hoach, du toan, hap d6ng, ky luat thanh 
toan va tin dung, gia ca thi truang; viec tinh toan (n4u co) tren chung tu phai 
dam bao chinh xac; 

- Kiem tra tinh hap phap cua nghiep vu kinh te - tai chinh phan anh trong 
chung tu ke toan thong qua doi chieu vai che do, chinh sach kinh t4 - tai chinh 
cua Nha nuac. Noi dung cua nghiep vu kinh te - tai chinh phan anh trong 
chung tu k4 toan dam bao khong vi pham cac che do, chinh sach kinh t£ - tai 
chinh hien hanh cua Nha nuac. 
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- De chuan bi tot cho viec ghi sd, cac chicng tie ki todn sau khi kiem tra 
phai duac hoan chinh, phan loai, tong hop so lieu va lap dinh khoan. 

Day la mot cong viec khong thd thidu tnrac khi su dung chung tu ke toan 
dd ghi s6. Sau kiem tra, ndu phat hien chung tu kd toan chua du tinh hop ly va 
hop phap, ngudi kiem tra chung tu co trach nhiem thong bao vdri ke toan 
trudng va thu trudng dcm vi de kip thbi xu ly va hoan chinh. Ke toan chi b6 
sung mot so yeu to trong pham vi quyen han va chuc nang cua minh nhu ghi 
bo sung cac don vi do lucmg can thiet tren chung tir... 

Cong viec tiep theo la chung tu k6 toan se dugc phan loai theo noi dung 
kinh te de luan chuyen den cac bo phan ke toan can su dung chung tu de ghi s6 
thuoc pham vi ho phu trach. Vdri cac chung tu ke toan su dimg de ghi so se 
dugc ke toan tong hgp so lieu va lap djnh khoan tuc la xac dinh tai khoan ghi 
Ng va tai khoan ghi Co doi vdri nghiep vu phan anh trong chung tu roi ghi vao 
phan djnh khoan tren chung tu do. 

3. T6 chuc luan chuyln chung tip kd toan 

Tat ca cac chung tu ke toan (ngoai sinh va noi sinh) deu phai dugc gm v§ 
phong ke toan cua don vi de luan chuyen va ghi so ke toan. To chuc luan 
chuyen chung tu ke toan thuc chat la thiet lap dudmg di cho cac chung tu kl 
toan den cac bo phan co lien quan de phuc vu viec ghi so ke toan va quan ly 
chung tu. Yeu cau cua to chuc luan chuyen chung tu kd toan la phai dam bao 
su on dinh, khoa hgc va hgp ly cho quy trinh ke toan; tiet kiem dugc then gian, 
chi phi; tranh trung lap va bo sot nghiep vu kinh te - tai chinh phat sinh trong 
ky hach toan. 

Ke toan trudmg dorn vj la ngudri true tiep quy djnh chuorng trinh luan 
chuyen tung loai chung tu ke toan. Noi dung cong viec bao gom: 

+ Thie nhat: Lap ke hoach luan chuyen cho tung loai chung tu kd toan. 

Can cu de lap ke hoach luan chuyen chung tu ke toan la: 

a. Dac diem to chuc bo may ke toan va bo may quan ly cua don vi; 

b. Yeu cau to chuc he thong thong tin kinh te - tai chinh dr don vj; 
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c. Yeu diu quan ly cua dan v|; 

d. D&c thu cua tung loai chung tu k§ toan. 

Noi dung cua ke hoach luan chuyen chung tu k§ toan bao gom: 

- Ki6u duang di duac lua chon cho tung loai chung tu ke toan (lien tiep; 
hoac song song; hoac vua lien tiep vua song song). 

- Trinh tu luan chuyen, thai gian luu giu chung tu ke toan a tung bo phan 
ke toan va trach nhiem chuyen chung tu ke toan cho bo phan khac. 

- Trach nhiem cua cac bo phan co lien quan. 

+ Thu hai: To chuc luan chuyen chung tu k6 toan theo k4 hoach da lap 

Vi du 1: Thi6t lap duang di ki6u lien ti4p doi vdi Phieu xudt kho nguyen 
vat lieu (dung cho san xuat san phAm). Doanh nghiep khong co bo phan kikm 
tra ke toan rieng. 


ph?n 

Cong vi£c 

Nghiep 

vu 

K§ toan hang 
t6n kho 

K§ toan chi 
phi, gia thanh 

Bao quan, 
luu tru 

1. Lap Phieu xuat kho 

2. Kiem tra Phieu xuat kho, 
ghi so ke toan NVL 

3. Ghi so ke toan chi phi 

4. Bao quan, liru tru 

* 

1 

n 

n 


Truong hop nay trong phong ke toan chi su dung 01 lien Phieu xuit kho 
nguyen vat lieu. Bo phan ke toan hang tdn kho sau khi ki6m tra va ghi s6 se 
chuyen Phieu xuat kho nguyen vat lieu cho bo phan ke toan chi phi, gia thanh. 

Vi du 2: Thiet lap duang di kieu song song doi vai Phi4u xuit kho nguyen 
vat li?u (dung cho san xuat san ph&n). Doanh nghiep co bo phan ki6m tra k6 
toan rieng. 
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Truong hop nay trong phong ke toan su dung 02 lien Phieu xuat kho 
nguyen vat lieu. Bo phan kiem tra ke toan sau khi kiem tra se chuyen dong thdi 
cho bo phan ke toan hang ton kho va bo phan ke toan chi phi, gia thanh, moi 
bo phan 01 lien. 

+ Thu ba: To chuc luu tru, bao quan chung tu ke toan. 

Cac chung tu ke toan sau khi duoc su dung de ghi so can phai duqc luu 
tru va bao quan theo quy dinh cua luat phap ve luu tru, bao quan tai lieu k6 
toan noi chung va chung tu ke toan noi rieng. Chung tu ke toan khi luu tru 
phai dam bao tinh khoa hoc de de tra cuu khi can thiet. Thdi gian luu tru theo 
quy dinh hien hanh tai Luat Ke toan toi thieu la 5 nam doi vdi chung tu k4 toan 
khong su dung true tiep de ghi so va lap bao cao tai chinh, t6i thieu 10 nam doi 
vdi chung tu ke toan su dung true tiep de ghi so ke toan va lap bao cao tai 
chinh. 

TOM LAI: 

Noi dung to chuc he thong chung tu ke toan va hach toan ban dau bao 
gdm: 

+ Xay dimg danh muc chung tu ke toan d don vi. 

Noi dung cu the cua cong viec nay la: To chuc tuan thu va van dung he 
thong chung tu ke toan duoc Nha nude ban hanh thdng nhat; to chuc thiet lap 
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cac chung tu ke toan ma dan vi can sir dung nhimg khong dugc ban hanh trong 
he thong chung tu k£ toan. 

+ To chuc hach toan ban d&u, bao g6m: 

- To chuc lap chung tu ke toan. 

- To chuc lap cac chung tu thuoc trach nhiem lap cua ke toan. 

- To chuc kiem tra, phan loai, tong hap chung tu va lap djnh khoan ke 
toan. 

- To chuc luan chuyen chung tu ke toan. 

- To chuc luu tru, bao quan chung tu k£ toan. 

BAI TAP: 

Ctiu 4: Nhung cong viec chinh ckn phai ti4n hanh khi t6 chuc he thdng 
chung tu va hach toan ban dhu? 

Cdu 5: Nhung cong viec chinh din thuc hien khi t6 chuc hach toan ban 

dau? 

phAn k£t 

Chuc mirng cac anh/chi da hoan thanh chuang III. Qua nghien cqu 
chuang nay, anh/chj can nam dugc cac kien thuc v^ chung tu k4 toan; he 
thong chung tu ke toan va cong tac hach toan ban dhu. Cu th§ nhu: cac tieu 
thuc va noi dung phan loai chung tu ke toan; muc dich, yeu c^u t6 chuc he 
thong chung tu ke toan va hach toan ban dau; dac biet, hoc xong chuang nay, 
anh/chj hieu dugc noi dung to chuc he thdng chung tu kd toan va hach toan 
ban dau, noi dung cu the cac cong viec to chuc he thong chung tu va hach toan 
ban dau va biet van dung chung vao to chuc cong tac ke toan a cac doanh 
nghiep. 

Chuc cac anh/chi thanh cong! 


95 


So hoa bai Trung tam Hoc lieu - DH TN 


http://www. Irc-tnu. edu. vn 


TAI LIEU THAM KHAO 

1. Giao trinh To chuc cong tac k6 toan - Vien Dai hoc Mo Ha Noi - NXB 
Thong ke 2006 (chu bien: PGS.TS. Doan Xuan Tien). 

2. Cac Giao trinh: Ly thuyet hach toan ke toan, Ke toan dai ciromg, T6 
chirc cong tac k£ toan cac truong dai hoc (Hoc vien Tai chinh, Dai hoc 
KTQD Ha Noi, Dai hoc Kinh ta TP. HCM). 

3. He thong k6 toan doanh nghiep (He thong chung tu ka toan) - Bo Tai 
chinh - NXB Tai chinh nam 2006. 
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Chiromg IV 

TfiCHlfc HE THONG 
TAl KHOAN KE TO AN VA SO KE TOAN 


Xin chao cdc anh/chj hgc vien! 

Rat han hynh dugc g£p l^i cdc anh/chj a chucmg IV. Chucmg ndy s6 giori 
thi^u nhflmg kien thurc ca ban ve to chuc h£ thong tai khoan va so ke toan. 

Chucmg IV gom 3 noi dung: 

I. T6 chuc he thong tai khoan k6 toan a dom vj. 

II. T6 chuc he thong so k4 toan. 

III. Quy trinh mo so, ghi so, khoa so ke toan. 

Muc tieu chung: 

Sau khi hpc xong chucmg nay, anh/chj se ndm dugc nhung kien thurc co 
ban v6 he thdng tai khoan ke toan va s6 ke toan, cdc noi dung cong vi$c chinh 
cua to chuc h? thdng tai khoan k4 toan va so ke toan or doanh nghiep phyc vy 
he thdng hod, xu ly thong tin mot each khoa hoc, hgp ly va hi?u qua. 

Muc tieu cu the: 

Sau khi nghien cuu va hgc tap chuomg nay, cdc anh/chj co thd: 

- Ndm vung cdc kien thuc ve: 

• Tai khoan kd toan va each mo tai khoan ke toan; 

• H? thong tai khoan ke toan va noi dung thidt lap h? thdng tai khoan kd 
toan su dung a doanh nghiep; 

• Cdc nguyen tdc va phuomg phap hach toan chu yeu dp dung a cdc doanh 
nghiep d6i vdi tung nhom tai khoan ke toan; 

• So ke toan; cdc loai so ke toan va tac dung cua chung; 

• Cach to chuc h£ thong so kd toan theo cdc hinh thurc ke toan. 
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- Van dung cac kien thuc dd hqc de: 

• Thiet lap dirge danh myc tai khoan ke toan sir dung va biet lua chon c k 
phuomg phap hach toan va chinh sach ke toan a mgt loai hinh doanh 
nghiep cu the; 

• Bi$t lua chon hinh thuc k4 toan thich hop va to chuc dugc he thong s5 
ke toan theo hinh thuc ke toan da chgn trong cac dieu ki£n cu the tai 
mot loai hinh doanh nghiep cu the. 

Chuc cac anh/chj thanh cong trong bai hgc nay! 

L 16 CHtre HE THONG TAI KHOAN Kt TOAN d DON Vj 

GIOI THIEU: 

Trong phan nay, chung ta se tim hieu h£ thong tai khoan ke toan thong 
nh£t; muc dich va yeu cau cua to chuc he thong tai khoan ke toan cr dom vj; nQi 
dung to chuc h? thong tai khoan ke toan. Sau khi hoc xong phan nay, cac 
anh/chj se: 

- Nim vumg cac kien thuc v£ tai khoan k4 toan va he thong tai khoan k£ 
toan su dung a doanh nghiep; 

- Biet dugc cac nguyen t^c va phuomg phap hach toan chu y4u ap dung d 
cac doanh nghiep doi vdri timg nhom tai khoan ke toan. 

NOl DUNG: 

1. He thdng tai khoan k§ toan th6ng nhit 

a) Tai khoan ke toan 

Theo quy dinh tai Luat Ke toan, khoan 1, Dieu 23: "Tai khoan k4 toan duoc 
dung de phan loai va h? thong hoa cac nghiep vu kinh t4, tai chinh theo ngi dung 
kinh t4” Nghi?p vu kinh te - tai chinh la su kien kinh t4 - tai chinh phat sinh lam 
anh huong den cac doi tugng k4 toan cua dom vj. Muc dich cua viec phan loai va 
h? thong hoa cac nghiep vu kinh td - tai chinh theo noi dung kinh t4 la xac djnh vi 
ghi nhan nhung anh hudmg do den cac doi tugng ke toan cu the. 

Tai khoan ke toan dugc sir dung de he thong hoa thong tin theo timg chi 
tieu kinh te - tai chinh, thuc chat la phan anh so hien co va su bien dong cua 
timg khoan muc tai chinh, do do, dugc mo cho timg doi tugng ke toan cu the. 
Tuy thuoc vao muc do cu the cua doi tugng ke toan va yeu cau quan ly cua 
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dan vj ma tai khoan c6 thS co nhieu dip: cap 1 phan anh chi tieu kinh te - tai 
chinh tong hop; cap 2, 3... phan anh cac chi tieu kinh te - tai chinh chi tiet 
nh&m cy thd hoa chi tieu tong hap tuang ung. 6 cac doanh nghi?p, doi tuong 
ke toan chung gdm: Tai san, Ny phai tra, Von chu so hCru, Chi phi, Thu nhap, 
Ket qua. Theo yeu diu quan ly, cac doi tiryng chung nay diryc phan loai thanh 
cac doi tiryng cy the a timg cap do: lo$i, nhom, khoan myc, tiet khoan...(xem 
bang duai day): 


Bang 1: PHAN LOAI OOl TirONG K£ TOAN (Trich lux?c) 


OdlTWNG 

CHUNG 

LOAI 

NHOM 

KHOAN MgC 

ti£t khoan 

(11 

(2) 

(3) 

W 

& J 

TAI SAN 

taisAn 

ngAnhan 

Ti&n 

Tien mat 

TiSn Viet Nam 

Ngoei te 

Vang bee, kim khi, da quy 

Tien giri 




tAi sAn 

DAI HAN 

Taisan cd 
djnh 

TSCD hum 
hinh 

Nha c(ra, vat kien true 



1 

NGU6N 

HiNH THANH 
TAI SAN 

nqphAitrA 

No ngan 
han 

Vay ngan han 

... 



Trai phieu 
phathanh 

Menh gia trai phieu 

Chiet khau trai phieu 

Phy tr$i trai phieu 



ii 

§ co 

Ngudn 
vdn, quy 

Ngudn von 
kinh doanh 

Von dau tw cua chu so huv 

Thang dir von co phan 

Von khac 



Ngudn 
kinh phi, 
quy khac 




... 

... 

... 

... 

... 

... 
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Tai khoan kk toan tong hop dupe mcr cho khoan muc, tuc la tai cap phan loai 
a cot (4). Theo do, moi khoan muc tai chinh dugc phan anh tren mot tai khoan tip 
1. D6i veri khoan muc tai chinh din cu th£ hoa, tai khoan chi tiet se dugc mo 
mot each tuemg img. 

Vi du I: “Tien mat” dugc phan anh tren tai khoan cap 1: Tai khoan “Ti£n 
mat”. N4u khoan muc Tidn mat a don vi X bao g6m: tien Viet Nam, ngoai t? 
va vang bac, kim khi, da quy thi de theo d6i timg doi tugng chi ti$t nay ke toan 
se mo cac tai khoan chi X\k cip 2 tuomg ung: Tai khoan “Tien Vi£t Nam”; Tai 
khoan “Ngoai t$”; Tai khoan “Vang bac, kim khi, da quy”. Trong khi d6, tai 
don vj Y khong phat sinh cac giao dich bang ngoai te va khong co vang bac, 
kim khi, da quy thi khong can den cac tai khoan cap 2 nay. 

Vi du 2: “Ngudn von kmh doanh” dugc phan anh tren tai khoan cap 1: Tai 
khoan “Nguon von kinh doanh”. Cac doi tugng chi tiet thuoc khoan muc nay 
dugc minh hoa a Bang 1 bao gom: Von dau tu cua chu so huu; Th$ng du von 
co ph4n; Von khac. De theo doi tung doi tugng chi tiet nay, k£ toan sd mo cac 
tai khoan cap 2 tuemg ung: Tai khoan “Von dau tu cua chu so huu”; Tai khoan 
“Thang du von co phan”; Tai khoan “Von khac”. Tuy nhien, “Th^ng du von co 
phan” la khai niem rieng co cua cac cong ty co phan, do vay chi co cac cong ty 
co phin mdri su dung tai khoan cap 2 “Thang du von co phan”. 

Vi du 3: “Trai phi4u phat hanh” dugc phan anh tren tai khoan dip 1: Tai 
khoan “Trai phieu phat hanh”. Khi trai phieu phat hanh voi gia khac menh gia 
se phat sinh chiet khau hoac phu troi trai phieu. Do v£y, k4 toan edn mcr cac tai 
khoan cap 2 de phan anh cac doi tugng chi tiet thuoc trai phieu phat hanh: Tai 
khoan “M£nh gia trai phieu”; Tai khoan “Chiet khau trai phi4u”; Tai khoan 
“Phu troi trai phieu”. Rieng cac doanh nghiep tu nhan khong dugc phep phat 
hanh trai phieu nen khong su dung Tai khoan “Trai phieu phat hanh”. 

Nhu vay, de phan anh day du cac d6i tugng k§ toan cu the, don vi can su 
dung nhieu tai khoan ke toan. So lugng tai khoan ke toan sir dung 6 timg don 
vj phu thuoc vao d£c diem va tinh chat hoat dong cua dem vj, phu thugc vao so 
lugng doi tugng ke toan cu the, chi ti4t va yeu chu quan ly cua don vi. Tap hop 
cac tai khoan ke toan sir dung tai mot dom vi ggi la he thong tai khoan ke toan 
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cua dcm vj do. Tai Luat KA toan, khoan 2, DiAu 23 da neu ro: “He thong t. 
khoan ke toan g6m cac tai khoan kA toan cAn su dung. Moi don vj kA toan ph 
su dyng mpt he thong tai khoan ke to£n”. 

b) H$ thong tai khoan ke toan thong nhat 

De dam bao sir nhat quan, kha nSng so sanh va tinh hieu qua cua ke toan. 
cdc dcm vj thuoc cung mQt ITnh v\rc, nganh can su dung thong nhat mpt he 
thong tai khoan ke toan do Bo Tai chinh ban hanh cho ITnh v\rc, nganh do. 
Trong h? thong ph£p ly kA toan, h^ thong tai khoan ke toan th6ng nhAt la mQt 
yeu to cau thanh cua ChA do ke toan. He thdng tai khoan ke toan doanh nghi^p 
hi?n hanh la mot bQ ph§n cua ChA dQ ke toan doanh nghi^p ban hanh theo 
Quyet dinh s6 15/2006/QD-BTC ngay 20/03/2006 cua Bq Tai chinh, duoc ap 
d\ing cho cac doanh nghiep thuoc moi ITnh vuc va moi thanh phAn kinh te. 

MQt h? thdng tai khoan ke toan thong nhAt phai co dAy du cac thanh phAn 
sau: 

PhAn I: Quy djnh chung 

PhAn II: Danh muc tai khoan ke toan, bao g6m: 

- So luemg tai khoan. 

- Loai tai khoan: tai khoan tong hop va tai khoan chi tiet; tai khoan trong 
bang va tai khoan ngoai bang; tai khoan theo noi dung kinh te. 

- Ten goi cac tai khoan. 

- So hieu cac tai khoan. 

PhAn III: Huong dan n$i dung, kAt cAu, phuong phap hach toan tren tumg 
tai khoan kA toan cu the. 

He thdng tai khoan ki toan thong nhat hien hanh dp dung cho cac doanh 
nghiep 

He thong tai khoan kA to&n thong nhAt hien hanh ap dung cho cac doanh 
nghiep duoc Bo Tai chinh ban hanh theo Quyet djnh so 15/2006/QD-BTC 
ngay 20/03/2006, bao gom 92 tai khoan, trong do: 86 tai khoan trong bang va 6 
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tai khoan ngoai bang. Cac tai khoan chi tiet dupe quy djnh den cip 2. Loai tai 


khoan dupe phan theo noi dung kinh te gom: 

- Loai 1: 

Tai khoan tai san ngin han 

- Loai 2: 

Tai khoan tai san dai han 

- Loai 3: 

Tai khoan no phai tra 

- Loai 4: 

Tai khoan vdn chu sor hOm 

- Loai 5: 

Tai khoan doanh thu 

- Loai 6: 

Tai khoan chi phi san xuat, kinh doanh 

- Loai 7: 

Tai khoan thu nhap khac 

- Lo^ii 8: 

Tai khoan chi phi khac 

- Lo^i 9: 

Tai khoan xac djnh ket qua kinh doanh 

- Loai 0: 

Tai khoan ngoai bang 


2. Muc dich va yeu ciu cua td chipc he thdng tai khoan k& toan cr dan vj 

To chuc he thong tai khoan kd toan a mot dom vj la vi£c thiet lap danh 
muc tai khoan ke toan c4n su dyng a dom vj do du dd phan anh toan bp cac ddi 
tupng ke toan va td chuc vi?c ghi chep, hach toan tren cac tai khoan k4 toan su 
dung. Muc dich cua t6 chuc he thdng tai khoan kd toan dr dom vj la nhkm phuc 
vu viec h? thong hoa thong tin, dam bao tinh khoa hoc va hi^u qua cua cong 
tac ke toan. Luat Ke toan Viet Nam, Dieu 24 quy djnh: ‘ Dan vj phai can cu 
vao he thdng tai khoan ke toan do Bq Tai chinh quy dinh di chon he thdng tai 
khoan ke toan dp dung a dom vi" va “ Dom vj ki toan dircxc chi tiet cac tai 
khoan ke toan da chqn phuc vu yeu cau quan ly cua dom vj ” 

Yeu c4u dat ra ddi vdri to chuc he thdng tai khoan kd toan d dan vj la: 

- Phai tuan thu ch$t che cac quy djnh chung cua Bp Tai chinh ddi vdi he 
thong tai khoan kd toan ma dom vj ap dung; ddng thdri v§n dung mot each linh 
hoat vao tinh hinh cu the cua dom vj; 
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- Hp thong tai khoan ke toan sir dung cr don vj phai du dd phan anh dugc 
tat ca cac ddi tucrng ke toan cua dom vj do; 

- Phai dam bao sy nhat qu&n vd he thdng tai khoan kd toan sir dung trong 
ky hach toan va giua cac ky h$ch toan. 

- Phai dam bao tinh khoa hpc, hop ly, hipu qua va moi quan he giura ke 
toan tong hap vdi kd toan chi tiet. 

3. Npi dung t6 chi>c hp thdng tai khoan kd toan d don vj 

To chirc he thong tai khoan kd toan a dan vi bao gom cdc cong viec 
chinh la: 

- Xay dvmg danh myc tai khoan kd todn can sir dung cua dan vj, gom danh 
myc tai khoan ke toan tong hqrp va danh myc tai khoan kd toan chi tiet; 

- Xac djnh nguyen tac, phiromg phap hach toan, cac chinh sdch ke todn ap 
dung tai dom vj d6i vdi timg loai, nhom tai khoan. 

Sau day la npi dung cu the cua timg cong viec: 

a) Xay dung h$ thong tai khoan ke toan su dung a dan v/ 

a. 1. Can cu xay dung h? thong tai khoan ke toan sir dung a dom vj 

- Can cu vao hp thdng tai khoan kd toan thong nhat do Bp Tai chinh ban 
hanh ddi vdi ltnh vyc, nganh cua dan vj; 

- Can cir vao ddc diem hoat dpng san xuat kinh doanh cua dan vj; 

- Can cu vao yeu cau quan ly cua dom vj. 

a.2. Xay dung h? thong tai khoan ke toan tong hap 

- Tren ca sd hp thong tai khoan ke toan thong nhat thupc che dp ke toan 
ma dom vi ap dung va dac diem cua dom vj ve hoat dong san xuat kinh doanh, 
dom vj sd xac djnh danh myc cac tai khoan ke toan tong hop can su dung vdi so 
luong phai du de phan anh cac ddi tupng ke toan cu the cua dom vj. 
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- S6 luong tai khoan tong hop ma dcm vi sir dung khong dugrc vugrt qua so 
lugmg tai khoan k£ toan tdng hgrp quy djnh trong he thong tai khoan ke toan 
thong nhdt. Khi dom vj co nhu diu bo sung tai khoan k£ toan tong hop (hofc 
sua d6i tai khoan kS toan t6ng hop v6 ten goi, ky higu, noi dung, phuomg phap 
hach toan) phai de nghi Bo Tai chinh va dupe chap thuan bang van ban. 

- Sau khi xay dpng danh muc tai khoan ke toan tong hop can su dung 6 
don vj, cong viec tiep theo la xac dinh noi dung, ket cau, nguyen tac va 
phuomg phap hach toan tren tung nhom tai khoan tong hgrp. 


DANH MUC HE THONG TAl KHOAN KE TOAN DOANH NGHlEP 
(Ban hanh theo QD15/2006/QG-BTC ngay 20/3/2006 cua Bo Tai chinh) 


TT 

S6 hieu tai khoan 

Ten tai khoan 

Ghi chu 

« P i 

cap 2 




LOAITK1: TAI SAN NGAN HAN 


01 

111 


Ti4n mat 




mi 

Tiln Vi|t Nam 




1112 

Ngoai te 




1113 

Vang bac, kim khi quy, da quy 


02 

112 


Ti£n gi>i ngan hang 

Chi tiet theo 



1121 

Tien Viet Nam 

ngan hang 



1122 

Ngoai te 




1123 

Vang, bac, kim khi quy. da quy 


03 

113 


Tiin dang chuyin 




1131 

Tien Vi$t Nam 




1132 

Ngoai te 


04 

121 


D3u tip chung khoan ngan han 




1211 

Co phi§u 




1212 

Trai phidu, tin phieu, ky phieu 


05 

128 


Oau tip ngan han khac 




1281 

Ti4n gi>i co ky han 




1288 

Oau tu’ ngan han khac 


06 

129 


Dip phong giam gia dau tip ngan han 

Chi t£t theo 

07 

131 


Phai thu khach hang 

d6i tupng 
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TT 

S6 hipu tai khoan 

Ten tai khoan 

Ghi chu 

Cap 1 

cap 2 

08 

133 


Thu$ GTGT dapc khau trip 




1331 

Thu£ GTGT dope khAu tn> cua h^ng ho£, 





djch vy 




1332 

Thu6 GTGT dope khiu tn> cua TSCB 


09 

136 


Phai thu npi bp 




1361 

V6n kinh doanh a c£c dan vj tryc thugc 




1368 

Phai thu n$i bp khac 


10 

138 


Phai thu kh&c 




1381 

T£i san thi&u cha xi> ly 




1385 

Phai thu ve co phan hoa 




1388 

Phai thu khac 


11 

139 


Dp* phong phai thu khd doi 

Chi ti&t theo 

12 

141 


Tpm i>ng 

doi tirpng 

13 

142 


Chi phi tra tripoc ngan han 


14 

144 


CSm c6, ky quy, ky cirpc ngln han 

Chi ti£t theo 
yeu clu quan ly 

15 

151 


Hang mua di dipang 


16 

152 


Nguyen lipu, vat lieu 


17 

153 


Cong cy, dung eg 




1531 

C6ng cy, dung cy 




1532 

Bao bi luan chuy&n 




1533 

06 dung cho thue 


18 

154 


Chi phi san xuSt kinh doanh da dang 


19 

155 


Thinh pham 


20 

156 


Hang hoa 




1561 

Gia mua hang hoa 

Dan vj XNK 



1562 

Chi phi thu mua hang hoa 

dape lap kho 



1567 

Hang hoa b4t dgng san 


21 

157 


Hang gi>i di ban 


22 

158 


Hang hoa kho bao thu4 


23 

159 


Dip phong giam gia hang tdn kho 
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TT 

Sd hieu tai khoan 

Ten tai khoan 

Ghichu 

Cap 1 

C*p2 

24 

161 


Chi si/ nghiep 




1611 

Chi si/ nghi#p nSm tnrdc 




1612 

Chi si/ nghiep nam nay 





LOAITK 2: TAI SAN DAI HAN 


25 

211 


Tai san c6 djnh hu>u hinh 




2111 

Nha ci>a. vat kiin true 




2112 

May moc, thiit bj 




2113 

Phifang ti^n van tai, truy&n din 




2114 

Thiit bi, dung cu quan ly 




2115 

Cay lau nam, sue vat lam vi§c va cho SP 




2118 

TSCOHH khac 


26 

212 


Tai san c6 djnh thue tai chinh 


27 

213 


Tai san c6 djnh vd hinh 




2131 

Quyin si> dyng dit 




2132 

Quyen phat hanh 




2133 

Ban quyin, bing sing che 




2134 

Nhan hi$u hang hoa 




2135 

Phin mim miy vi tinh 




2136 

Giay phep nhuvng quyen 




2138 

TSCO vo hinh khac 


28 

214 


Hao mon tai san c6 djnh 




2141 

Hao mon TSCOHH 




2142 

Hao mon TSCO thue tai chinh 




2143 

Hao mon TSCOVH 




2147 

Hao mon bit dpng san diu tu 


29 

217 


Bit dpng san diu tif 


30 

221 


Diu tip vao cong ty con 


31 

222 


V6n gop lien doanh 


32 

223 


Diu tip vao cong ty lien kit 
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TT 

Sd hieu tai khoan 

Ten t&i khoan 

Ghichii 

Cdp 1 

cip2 

33 

228 


Odu tif dai han khac 




2281 

C6 phieu 




2282 

Trai phieu 




2288 

Dlu tip dai h^n khac 


34 

229 


Di,p phong giam gia diu tip dai h?n 


35 

241 


Xay dang cv ban da dang 




2411 

Mua sdm TSCO 




2412 

X§y dg^ng cor ban 




2413 

St)a chOa Ian TSCO 


36 

242 


Chi phi tra traac dai h?n 


37 

243 


Tai san thud thu nhap hoan lai 


38 

244 


Ky quy, ky ciryc dai h?n 





LOAITK 3: NQf PHAl TRA 


39 

311 


Vay ngan han 

Chi tidt theo d6i 

40 

315 


N qr dai h^n ddn h?n tra 

ti/grng 

41 

331 


Phai tra ngirai ban 


42 

333 


Thud va cac khoan phai npp Nha nirac 




3331 

Thue GTGT phai n0p 




33311 

• Thud GTGT ddu ra 




33312 

• Thue GTGT hang nh$p khdu 




3332 

Thue tieu thu dac biet 




3333 

Thue xudt, nhap khau 




3334 

Thud thu nhap doanh nghidp 




3335 

Thud thu nhdp ca nhdn 




3336 

Thud tai nguyen 




3337 

Thud nha ddt, tidn thue ddt 




3338 

Cac loai thue kh&c 




3339 

Phi, 1# phi va cdc khoan phai nop khac 

DN XL co thanh 
toan theo tidn dQ 

43 

334 


Phai tra ngipfri lao dong 

ke hoach 



3341 

Phai tra c6ng nhan vien 




3348 

Phai tra ngirai lao d$ng khac 
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TT 

S6 hieu tai khoan 

Ten t&i khoan 

Ghichu 

Capl 

Cip2 

44 

335 


Chi phi phai tra 


45 

336 


Phai tra npi bo 


46 

337 


Thanh toan theo tidn do kd hoach hpp 





ddng xay dipng 


47 

338 


Phai trd, phai npp khac 




3381 

Tai san thira chcr xi> ly 




3382 

Kinh phi cong doan 




3383 

Bao hiem xa hoi 




3384 

Bao hiem y te 




3385 

Phai tra ve co phan hoa 




3386 

Nh|n ky quy, ky a/pc ngin han 




3387 

Doanh thu chu>a thyc hi$n 




3388 

Phai tra, phai n$p khac 


48 

341 


Vay dai han 


49 

342 


N? dai h?n 


50 

343 


Trai phidu phat hanh 




3431 

Menh gia trai phieu 




3432 

Chiet khau trai phieu 




3433 

Phg trQi trai phi4u 

C.ty c6 ph4n 

51 

344 


Nhan ky quy, ky cuyc dai h?n 


52 

347 


Thud thu nh?p hoan lai phai tra 


53 

351 


Quy dip phong tro cip mit vi$c lam 


54 

352 


Dy phong phai tra 





LOAITK4: V6N CHU Sti H(/U 


55 

411 


Ngudn v6n kinh doanh 




4111 

Von dau tif cua chu so hOu 




4112 

Thang du v6n co phdn 




4118 

Von khac 

C.ty co phdn 

56 

412 


Chenh l?ch danh gia l?i tai san 


57 

413 


Chenh lech ty gia h6i doai 




4131 

CL ty gia h6i doai danh gia lai cu6i ky 




4132 

CL ty gia h6i doai trong dau tu XDCB 
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TT 

S6 hipu tai khoan 

T§n tai khoan 

Ghi chu 

Cip 1 

cap 2 

58 

414 


Quy diu tir phat triin 


59 

415 


Quy dp phong tai chinh 


60 

418 


Cac quy khac thupc vdn chu so hu»u 


61 

419 


C6 phiiu quy 

DN Nhi ni/dc 

62 

421 


Lpi nhuan chip a phan ph6i 

CT, TCT c6 



4211 

Lpi nhu|n chira phan phoi nam tnroc 

nguin kinh phi 



4212 

Lpi nhuan chcra phan phoi nam nay 


63 

431 


Quy khen thu’omg, phuc \qt\ 

Chi tiettheo 



4311 

Quy khen thirong 

yeu cau quan ly 



4312 

Quy phuc Ipi 




4313 

Quy phuc Ipi d§ hinh thanh TSCO 


64 

441 


Ngudn v6n diu tip XDCB 


65 

461 


Ngudn kinh phi sp nghipp 




4611 

Nguon kinh phi sp nghiep nam trirac 

Ap dgng khi co 



4612 

Nguon kinh phi $p nghipp nam nay 

ban hang nQi bp 

66 

466 


Ngudn kinh phi da hinh thanh TSCD 





LOAI TK 5: DOANH THU 


67 

511 


Doanh thu ban hang va cung cip djch vu 




5111 

Doanh thu ban h£ng hoa 




5112 

Doanh thu ban san phim 




5113 

Doanh thu cung cip dich vg 

PPkiemkddinhky 



5114 

Doanh thu trp cip, trp gia 




5117 

Doanh thu kinh doanh bit dpng san 


68 

512 


Doanh thu ban hang noi bp 




5121 

Doanh thu bin hing hoa 




5122 

Doanh thu ban san phim 




5123 

Doanh thu cung cip djch vg 

DN xiy lip 

69 

515 


Doanh thu ho?t dpng tai chinh 


70 

521 


Chiit khiu thircrng mai 


71 

531 


Hang ban bj tra Ipi 


72 

532 


Giam gia hang ban 
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TT 

S6 hieu tai khoan 

Ten tai khoan 

Ghi chu 

Cap 1 

cip2 






LOAI TK6: CHI PHI SAN XUAT, KINH 
DOANH 


73 

611 


Mua hang 

Mua nguyen lieu, vpt lieu 

Mua hang hoa 


74 

621 


Chi phi nguyen vat lieu tryc ti§p 


75 

622 


Chi phi nhan cong tripe ti4p 


76 

623 


Chi phi sip dung may thi cong 

PP kiem ke 



6231 

Chi phi nhan cong 

djnh ky 



6232 

Chi phi v$t lieu 




6233 

Chi phi dung cu san xuit 




6234 

Chi phi kh£u hao m£y thi cong 




6237 

Chi phi djch vu mua ngoai 




6238 

Chi phi blng ti4n khac 


77 

627 

6271 

Chi phi san xu£t chung 

Chi phi nhan vi£n phan xu»ong 




6272 

Chi phi v$t lieu 




6273 

Chi phi dung eg san xuat 




6274 

Chi phi kh£u hao TSCO 




6277 

Chi phi djch vu mua ngoai 




6278 

Chi phi b§ng tien 


78 

631 


Gia thanh san xudt 


79 

632 


Gia v6n hang ban 


80 

635 


Chi phi tai chinh 


81 

641 

6411 

Chi phi ban hang 

Chi phi nhan vien 




6412 

Chi phi vat lieu, bao bi 




6413 

Chi phi dung cu. do dung 




6414 

Chi phi khlu hao TSC0 




6415 

Chi phi bao hanh 

Chi tiet theo hoat 



6417 

Chi phi dich vu mua ngoai 

dpng 



6418 

Chi phi b§ng tien khac 
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TT 

S6 hieu tai khoan 

Ten tai khoan 

Ghichu 


Cdp 1 

C4p2 



82 

642 


Chi phi quan ly doanh nghiep 




6421 

Chi phi nh§n vi§n quan ly 




6422 

Chi phi v$t lieu quan ly 




6423 

Chi phi <J6 dung van phong 




6424 

Chi phi khlu hao TSC0 




6425 

Thu&, phi va le phi 




6426 

Chi phi dg» phbng 




6427 

Chi phi djch vg mua ngo£i 




6428 

Chi phi b£ng tien khac 





LOAI TK7: THU NHAP KHAC 


83 

711 


Thu nhap khac 





LOAI TK8: CHI PHI KHAC 


84 

811 


Chi phi khac 


85 

821 


Chi phi thu§ thu nhap doanh nghiep 




8211 

Chi phi thue TNDN hi$n hanh 




8212 

Chi phi thue TNDN hoan lai 





LOAI TK9: XAC D|NH K£T QUA KINH 





DOANH 


86 

911 


XSc djnh k§t qua kinh doanh 





LOAI TK0: TAI KHOAN NGOAI BANG 




001 

Tai san thue ngoai 




002 

V$t tu\ h&ng hoa nh$n giO hQ, nh|n gia cong 

Chi tiet theo yeu 



003 

Hang hod nh$n ban h$, nhan ky gt>i, ky cuvc 

cau quan ly 



004 

Np kh6 dbi d£ xi> ly 




007 

Ngo?i te cac loai 




008 

Dg> toan chi sgr nghiep, dg> 3n 
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a.3. Xdy dung he thong tdi khoan ke toan chi tiet. 

- Tren ccr so cac tai khoan k6 toan chi tiet quy djnh trong h£ thong tai 
khoan k6 toan thdng nh&t ma don vj ap dung, k6t hgp voi dSc diem cua don vi 
v£ hoat dong san xuit kinh doanh, ve yeu cau quan ly chi tiet va kha n&ng thyc 
hien ke toan chi tiet, dcm vi se xac dinh danh muc cac tai khoan ke toan chi tiet 
edn su dung. 

- Doi vori cac tai khoan ke toan chi ti4t da dugc Bo Tai chinh quy dinh 
trong he thdng tai khoan k4 toan th6ng nhat, n4u don vj din co su bo sung hoSc 
sura doi ten gpi, ky hi^u, npi dung, phuong phap hach toan tren tai khoan thi 
phai dugc Bo Tai chinh cMp thuan bing v^n ban. 

- D6i vdri cac tai khoan k4 toan chi ti4t khong dugc quy dinh trong he 
th6ng tai khoan k4 toan th6ng nhlt, cac dorn vi co the ma bo sung theo yeu cau 
quan ly ma khong din phai xin phep Bg Tai chinh. Viec ma cac tai khoan chi 
tiet dugc thuc hien dua tren co so phan lo^i cac doi tugng ke toan cu the thanh 
cac d6i tugng k4 toan chi tiet theo tieu thuc phan loai phu hgp vdri yeu diu 
quan ly va dac diem tung doi tugng ke toan. Ching han, tai san co djnh dirqc 
theo d6i chi tiet theo tung bg phan va nai sir dung, timg nhom tai san c6 djnh 
co ciing ty 1? va phuomg phap khdu hao; hang t6n kho dugc theo doi chi tiet 
theo timg nhom m§t hang, timg dja diem dg tru; cac khoan cong ng dugc theo 
doi chi tidt ddn timg khach ng, chu ng; chi phi san xuat kinh doanh dugc theo 
d6i chi tidt theo timg dja diem phat sinh chi phi, timg d6i tugng tinh gia; cac 
khoan dau tu dugc theo ddi chi tiet den timg doi tugng nhan ddu tu... 

- Vi^c ma tai khoan ke toan chi tiet phai dam bao tieu thuc phan loai 6 cap 
ma tai khoan chi tiet la dong nhat. Tieu thuc phan loai de mdr tai khoan chi tiet 
dugc lira chon can cir vao yeu cau quan ly cu the ciia dcm vj. N8u dcm vj khong 
co yeu cau quan ly cac doi tugng chi tiet theo mot tieu thuc nao do thi ke toan 
khong can ma tai khoan chi tiet tai tieu thuc nay. Mat khac, khi thidt lap he 
thong tai khoan chi tiet cung can tinh d4n kha nang thuc hien cua dcm vi. Hay 
xem vi du cho a bang duoi day: 
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Bang 2: Tl£U THljC Md TAl KHOAN CHI Tl£T PHAN ANH 
THU NHAPTAICONGTYZ 


CIpTK 

TKcipl 

TK cip 2 

TK cip 3 

TK cip 4 

TK cip 5 

Tieu thi>c 
phan lo?i 

Ho$t dpng 

Loai hang 

Thi trudng tieu 
thy (trong, ngoai 
nude) 

Cua hang 
(chi nhanh) 

Mat hang 

THU 

NHAP 

Doanh thu 
hoat dong 
san xuit 
kinh doanh 

Doanh thu 
ban hang 
hoa 

Doanh thu 

Xuatkhau 

Ha Npi 

Tu lanh 

May gi|t 

Diiu hoa 

TP H6 Chi 
Minh 


Doanh thu 

Nqi di a 





Doanh thu 
b£n thanh 
phim 







Doanh thu 
cung dip 
djch vy 











Doanh thu 
tai chinh 





Thu nhf p 
khac 






Trong he thong tai khoan k£ toan thong nhat ban hanh cho cac doanh 
nghiep, cac tai khoan ke toan phan anh Thu nhap dugc quy djnh gom cap 1 va 
cap 2. Cac tai khoan cap 3, 4, 5... do don vj tu xay dung tuy thuoc vao d&c 
diem hoat dong va yeu cau quan ly cu the. Tai moi cap mo tai khoan d vi du 
cho tren day, tieu thurc phan loai la dong nhat. 
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Truong hop mo tai khoan chi tiet khong theo tieu thuc phan loai dong 
nhit tai cap mo chi tilt s6 din den tinh trang thong tin phan anh khong rd rang, 
thieu khoa hoc va viec mo tai khoan chi tiet nay khong dam bao dirge mdi 
quan he phu hop giua ke toan tong hop veri ke to4n chi tiet. Gia sir cong ty Z 
mo tai khoan ke toan chi tilt phan anh Thu nhap theo Bang 3: 

Bang 3: CAC TAl KHOAN PHAN ANH THU NHAP TAI CONG TY Z 


Cip TK 

TK cip 1 

TK cip 2 

TK cip 3 

TK cip 4 

Tieu thu>c 
phan loai 

Hoat dqng 

Loqi hang 

Thj tiwng tieu thq 
(trong, ngoai nuoc) 

Cua hang (chi 
nhanh), mat hang 

THU NHAP 

Doanh thu 
hoatdqng 
san xudt 
kinh doanh 

Doanh thu 
ban 

Hang hoa 

Doanh thu 
nqidia 

Ha Nqi 

TP H6 Chi Minh 

Tu Iqnh 

May gi^t 

Diiu hoa 

Doanh thu xuit khau 


Doanh thu 
ban 

Th&nh ph£m 





Doanh thu 
cung cdp 
Djch vu 






Doanh thu 
tai chinh 




Thu nhqp 
khac 





Tai khoan chi tiet cap 4 duoc mo theo Bang 3 la khong hop ly vi tieu thuc 
phan loai khong dong nhat (hai tieu thuc phan loai 6 cung mgt cap mo tai 
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khoan). Khi do, ting s6 dir diu ky, ting phat sinh Nor, tong ph£t sinh Co, ting 
so dir cuoi ky cua cac tai khoan cap 4 thuoc tai khoan cap 3 “Doanh thu noi 
dja” se Ion gip hai lin cac si lieu tiromg ung cua tai khoan cap 3 “Doanh thu 
noi dja”. 

- Doi voi cac dii tiromg ke toan chi tiet khong thuoc tieu thuc phan loai a 
cip tai khoan ke toan chi tiet duoc mo, ho&c viec mor tai khoan ke to&n chi tiet 
theo tieu thuc phan loyi tuong ung voi doi tugng ke toan chi tiet nay la khong 
can thiet vi dom vi khong co nhu cau theo d6i tat ca cac dii tuqmg ke toan chi 
tidt thuoc tieu thuc phan loai do, ki toan sS thiit ki tai khoan (so) ki toan phu 
de theo ddi rieng. 

Vi du: Tai khoan 627- “Chi phi san xuat chung” theo quy dinh duoc mo 6 
tai khoan chi tiet cap 2 d§ phan anh cac khoan chi phi san xu4t chung cy Xhk 
theo tieu thuc phan loai la y4u t6 chi phi. Neu doanh nghiep co nhu cau theo 
doi, thu th£p thong tin chi tidt ve chi phi san xu£t chung theo tieu thuc moi 
quan h^ giQra chi phi voi san lugmg (chi phi san xuat chung co djnh va chi phi 
san xuat chung bien doi) de phuc vu viec phan b6 chi phi san xuat chung c6 
djnh theo Chu^n muc s6 02- “Hang t6n kho” thi co the lira chpn mpt trong hai 
each: Cach thu nhit la ti4p tuc mo cac tai khoan chi tiet dip 3 cho cac tai 
khoan dip 2 thuoc tai khoan 627 de phan anh chi phi san xuat chung c6 djnh va 
chi phi san xuat chung bi4n doi; each thu hai la chi mo tai khoan (so) phu phan 
anh chi tiSt chi phi san xuat chung co djnh n4u doanh nghiep chi din theo doi 
thong tin ve chi phi san xuat chung co dinh. 

- Sau khi xay dymg danh myc tai khoan ke toan tong hpp can su dung or 
dem vj, cong viec tiep theo la xac djnh npi dung, ket cau, nguyen tic va 
phuomg phap hach toan tren tung nhom tai khoan chi tiet. 

b) Xac dinh ede nguyen tdc vd phicang phap hach toan chu yiu dp dicing 
a dan vj 

Thuc hien hach toan, ghi chep tren cac tai khoan ke toan doi hoi don vi 
phai xac dinh duoc cac nguyen tic va phuomg phap hach toan chu yiu, thuc 
chit la xay dung cac chinh sach ke toan cy the doi voi cac noi dung hach toan 
chu yeu cua dom vi. Cac nguyen tac va phuomg phap hach toan truoc hit duoc 
xac dinh dua tren co so cac nguyen tac ke toan va phuomg phap hach toan quy 
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djnh cluing trong Luat Ke toan, cac chuan mure ke toan va che do ke toan; dong 
then phai can cu vao dac thu hoat dong san xuat kinh doanh va yeu cau quan ly 
cua don vj do. 

b I. Xac djnh nguyen lac va phuong phap hach loan von bang lien 

- Nguyen tac: Cac tai khoan von bang tien phai sir dung mot dong nen 
thong nhat de hach toan. Dong tien thong nhat la dong tien ke toan. Voi hau 
het cac don vj, d6ng tien ke toan la dong Vi^t Nam. Cac doanh nghi^p co cac 
giao djeh xay ra chu yeu bang ngoai t£ co the sir dung mot loai ngoai te lam 
d6ng tien ke toan va phai thong bao voi Bo Tai chinh. Don vj X co dong tien 
k4 toan la d6ng Vi^t Nam, n^u phat sinh cac giao dich bang ngoai t? thi ngoai 
t^ phai dupe quy doi ra dong Viet Nam. Trong khi do. don vj Y su dung mot 
loai ngoai te lam dong tien ke toan. chang han do-la My, neu phat sinh cac 
giao djeh bang dong Viet Nam va cac ngoai te khac (khong phai do-la My) thi 
dong Vi^t Nam va cac ngoai te khac phai duoc quy doi ra do-la My. Ve 
phuong dien hach toan, dong tien khac voi dong tien ke toan duoc goi la 
“ngoai te" 

- De quy doi so phat sinh ben Co cua cac tai khoan phan anh ngoai te (TK 
1112, TK 1122) va tinh tri gia xuat cua vang, bac, kim khi, da quy (phat sinh ben 
Co TK 1113, TK 1123) don vj co the lira chon mot trong cac phuong phap sau. 

+ Phuang phap gia dich danh : 

Phuong phap gia dich danh duoc ap dung tren co so ty gia thuc te cua timg 
lan nhap ngoai te va tung loai ngoai te tren cac tai khoan 1112, 1122; gia thuc te 
cua tung lan nhap vang, bac, kim khi, da quy va tung loai vang, bac, kim khi. da 
quy tren cac tai khoan 113, 123. Phuong phap nay chi ap dung cho cac doanh 
nghiep it phat sinh giao dich bang ngoai t^, vang, bac, kim khi, da quy. 

Phuong phap binh quan gia quyen . 

Phuong phap binh quan gia quyen duoc ap dung tren co so binh quan hoa 
ty gia thuc te cua cac lan nhap ngoai te tren cac tai khoan 1112, 1122 doi voi 
tung loai ngoai te (quyen so la so luong nguyen te); binh quan hoa gia thuc te 
cua cac lan nhap vang, bac, kim khi, da quy tren cac tai khoan 1113, 1123 doi 
voi tung loai vang, bac, kim khi. da quy (quyen so la so luong vane. bac. kim 
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khi, da quy). Vi$c tinh toan c6 thi thyc hien mot lin cuoi ky (blnh quan co 
djnh) hodc sau moi l4n xuat ngo$i t§, vang, bac, kim khi, da quy (binh quan 
lien hoan) tuy thuyc vao dieu ki$n cy the cua doanh nghiep. 

+ Phuomg phap nhap truac xuat truac (FIFO): 

Phuomg phap nh£p trudc xuat truac duyc dp dung tren co so gia djnh 
ngoyi t$, vang, bac, kim khi, da quy nhap vao truac thi duac xudt ra truac. Khi 
do, tri gia cua ngoai t£ xuat ra dau tien se tinh theo ty gid thyc ti cua ngoai te 
ton dau ky ho£c ldn nhap ddu tien trong ky; tri gia cua vang, b^c, kim khi, dd 
quy xuat dau tien se tinh theo gia thyc te cua vang, bac, kim khi, da quy ton 
dau ky ho£c lan nhap ddu tien trong ky. 

+ Phucmg phap nhap sau xuat truac (LIFO): 

Phuomg phap nhap sau xuat truac duyc dp dyng tren co so gia dinh ngoai 
te, vang, bac, kim khi, da quy nhap vao sau thi xuat ra trudc. Khi do, tri gia 
ngo^i t£ xuat ra cuoi cung s£ tinh theo ty gia thyc te cua ngoai te tin dau ky 
hodc ldn nhap ddu tien trong ky; tri gia cua vang, bac, kim khi, da quy xudt 
cuoi cung s£ tinh theo gia thyc te cua vang, bac, kim khi, da quy ton ddu ky 
hodc lin nhap dau tien trong ky. 

b.2. Xac dinh nguyen tdc va phucmg phap hgch toan thue gia trj gia tang 

D6i vdi thue gia trj gia tang (GTGT), doanh nghiep co thi lya chon mpt 
trong hai phuomg phdp khau tru hodc true tiep, tuy vdo diiu ki^n va dac diim 
cy the cua doanh nghiep. Viec lira chon phucmg phap tinh thui GTGT co anh 
huong quan trQng den qua trinh hach todn. 

+ Phuomg phap tinh thue true tiep: 

Theo phuomg phap nay, thue GTGT phai nop duac tinh tryc tiip tren ca 
sd GTGT: 

Thue GTGT _ GTGT cua hang hoa, x Thue suit thue GTGT 
phai n§p djeh vy chju thui cua hang hoa, djeh vy 


GTGT cua hang h6a, 
djeh vy chju thud 


Gid thanh todn cua hang 
h6a, djeh vy ban ra 


Gia thanh toan cua hang hoa, 
djeh vy mua vao tuang irng 
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Phuemg phap true tiep dupe ap dung cho cac ca the, ho kinh doanh; cac co 
so kinh doanh mua, ban vang, b$c, da quy, ngoai tg; c£c dom vi chua thue hicn 
dAy du cac di£u kien ve hoa dom, chung tu k4 toan... 

Trong truomg hop ap dung phuemg phap tinh thue true tiep, ke toan khong 
phai theo doi thue GTGT dau vao dupe khiu tru, do vay khong can su dung 
TK 133- “Thue GTGT dupe khau tru” Gia mua va gi£ ban cua vat tu, hang 
hoa, dich vu phan anh tren nh6m tai khoan hang ton kho, nhom tai khoan chi 
phi va nhom tai khoan thu nhap la gia co thul 

4- Phi/omg phap khau tru thue: 

Theo phuemg phap nay, thue GTGT phai nop dupe tinh dua tren co so 
thu4 GTGT dau ra khau tru di thue GTGT diiu vao: 


Thul GTGT 
phai nop 


Thu^ GTGT dau ra 


Thue GTGT diu vao 


Thu4 GTGT , Gia tinh thu£ cua hang Thul suk thu4 GTGT cua 
dlu ra ~ hoa. dich vg ban ra * hang h6a, djeh vy ban ra 

Phuemg phap khau tru thue dupe ap dyng cho cac don vi khong thuoc doi 
tupng ap dung phuong phap tinh thue true tiep. 

Trong truomg hop ap dung phuemg phap khiu tru thu4, k4 toan din phai 
phan anh, theo ddi thu4 GTGT dau vao dupe khau tru tren TK 133- “Thue 
GTGT dupe khau tru”. Thue GTGT dau ra dupe phan anh tren TK 3331- 
“Thue GTGT phai nop”. Gia mua va gia ban cua vat tu, hang hoa, dich vu 
phan anh tren nhom tai khoan hang ton kho, nhom tai khoan chi phi va nhom 
tai khoan thu nhap la gia chua co thue. 

b.3. Xdc dinh nguyen tac va phuemg phap hach toan hang tdn kho 

Hang ton kho cua doanh nghiep la nhung tai san dupe giu d£ ban trong ky 
san xuat kinh doanh binh thuomg; tai san dang trong qua trinh san xuat kinh 
doanh do dang; nguyen lieu, vat lieu va cong cu dung cu (goi chung la vat tu) 
de su dung trong qua trinh san xuat kinh doanh hoac cung c4p dich vy. Hang 
ton kho dupe phan anh tren nhom tai khoan 15. Vige hach toan hang t6n kho 
phai thue hien theo quy djnh cua Chuan muc ke toan so 02 - “Hang ton kho” 
ve nguyen tie va phuemg phap ghi nham va tinh toan tri gia hang ton kho. 
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- Nguyen tac ghi nhgn hang ton kho: 

Vi?c hach toan hang ton kho phai tuan thu theo nguyen tic gia goc; dong then 
hang ton kho phai dirge ghi nh$n theo gia thap hom giira gia goc va gi£ trj thuan c6 
the thgc hign, do do trong tnrcmg hgp cin thiet phai lap dg phong giam gia hang 
tin kho. Gia g6c hang ton kho phai dirge xac djnh theo quy dinh eg the doi voi 
tung loai vat tu, hang hoa; theo timg ngudn hinh thanh va tung thcri diem ti'nh gia; 
theo timg phircmg phap ap dung thue gia tri gia tang a dom vi. 

- Phuomg phap hach toan hang ton kho: 

Co hai phuorng phap hach toan hang ton kho: Phuomg ph&p ke khai thudmg 
xuyen va phuomg phap kiem ke djnh ky. Mot dom vj ki toan chi dugc lya chon 
mot trong hai phuomg phap do di ap dung mpt each nhit qu&n trong su6t nien 
do ke toan, tuy thuoc vao d&c diem, tinh chit, so lugng, chung loai vat tu, hang 
hoa va tuy thuoc yeu cau quan ly cua dom vj. 

-i- Phuomg ph£p ke khai thudmg xuyen: 

Phuomg phap ke khai thuomg xuyen (thucmg ap dung cho die dom vi san 
xuit cong nghipp, cac dom vj thuomg mai kinh doanh nhung m£t hang co gia tri 
lorn) cho phep theo doi thudng xuyen, lien tuc va co he thong tinh hinh nhap, 
xuit, tin kho vat tu, hang hoa tren so ke to&n. Trong truemg hgp nay, ke toan 
hang t6n kho su dung nhom tai khoan hang t6n kho de phan &nh s6 hien c6 va 
tinh hinh tang, giam vat tu, hang hoa, do vay co thi xac dinh tri gi& hang tdn 
kho tren s6 ke toan tai bit ky thdi diim nao. Trj gia hang tin kho cuoi ky dugc 
x&c dinh tren co so tri gia hang t6n diu ky, trj gia hang nhap trong ky va trj gia 
hang xuat trong ky: 

Tri gia hang _ Tri gia hang + Trigi^h^ng Tngiah^ng 
tin cuii ky ~ tin <Jau ky nh$p trong ky ’ xuat trong ky 

Tri gia hdng _ So lugng hang x Bom gia 
xuat trong ky " xuit trong ky hangxuit 

D6 xac djnh dugc dom gia hang xuat, ke toan co the Iga chon mot trong 
cac phuomg phap: gia dich danh; gia binh quan gia quyen; FIFO; LIFO. 

+ Phuomg phap kiem ke djnh ky: 
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Phirang phap kiem ke djnh ky (thuong ap dung cho cac dom vj kinh doanh 
nhieu chung loai hang da dang, phong phu, gia tri th4p va dugc xuat thuong 
xuyen) xac djnh trj gia hang t6n cudi ky dua vao so lieu kiem ke thuc te. Trong 
trudng hop nay, ke toan hang ton kho chi phan anh tren nhom tai khoan hang 
ton kho tri gia hang ton dau ky va tri gia hang t6n cuoi ky, con tinh hinh tang, 
giam vat tu, hang hoa dugc theo d6i tren tai khoan 611- “Mua hang”. Trj gia 
hang xuat trong ky se dugc tinh tren co so tri gia hang ton dau ky, trj gia hang 
nhap trong ky va tri gia hang ton cudi ky. 

Tri gia hang _ Sdlugnghang Don gia 
ton cu6i ky ton cuoi ky x hang tdn 

Trj gia hang _ Tri gia hang + Tri gia h^ng Trj gia hang 

xult trong ky " t6n dau ky nhap trong ky ton cu6i ky 

De xac djnh dugc dom gia hang ton, ke toan co the lua chgn mot trong cac 
phuong phap: gia dich danh; gia binh quan gia quydn; FIFO; LIFO. 

- Phuang phap tinh tri gid hang ton kho: 

De tinh toan trj gia hang t6n kho, doi vdi ca hai phuang phap ke toan hang 
tdn kho ke khai thuomg xuyen va kiem ke djnh ky c6t 15i cua vin la phai 
xac djnh dugc don gia. C&c phuong phap ma don vj co thd lua chon gom: gia 
dich danh; gia binh quan gia quyen; FIFO; LIFO. Tuy nhien, kha ning ap dung 
cac phuong phap nay co the co su khac bi?t giua kiem ke djnh ky va ke khai 
thuong xuyen 

+ Phuong phap gia dich danh: 

Phuong phap gia dich danh dugc ap dung tren co so don gia thuc te cua 
tung lan nhap vat tu, hang hoa va tung loai vat tu, hang hoa. Phuong phap nay 
chi ap dung cho cac don vj san xuat kinh doanh it m$t hang; mat hang 6n djnh 
va nhan di?n dugc. Nhu vay, co the thky phuong phap nay khong thich hgp d6i 
vdi kiem ke djnh ky. 

+ Phuong phap binh quan gia quyen: 

Phuong phap binh quan gia quyen dugc ap dung tren co sdr binh quan hoa 
don gia thuc te cua cac lan nhap vat tu, hang hoa (quy£n so la s6 lugng vat tu, 
hang hoa). Viec tinh toan co thuc hien mot lin cudi ky (binh quan c6 djnh) 
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ho$c sau mdi lan xuat v$t tu, hang hoa (binh quan lien hoan) tuy thudc vao 
dieu kign cy the cua doanh nghigp. N6u dcm vi ap dyng phuromg phap kiem ke 
djnh ky thi each ti'nh binh quan lien hokn la khong thich hap. 

+ Phirang phap nhap truac xuat truac (FIFO): 

Phuang phap nhyp truac xuit truac dugre ap dyng tren ca sa gia djnh vat 
tu, hang hoa nhap vao truac thi duac xuat ra truac. Khi do, trj gi& cua v$t tu, 
hang hoa xuat ra diu tien se tinh theo ty gia thuc ti cua vat tu, hang hoa tin 
dau ky ho&c lan nhap dau tien trong ky. D6i voi phuang phap ki6m ke djnh ky, 
tri gia hang t6n cu6i ky duac tinh theo dan gia cua lan nhap cuoi ciing. 

+ Phuang phap nhap sau xuat truac (LIFO): 

Phuang phap nhap sau xuat truac duac ap dung tren ca sa gia djnh v£t tu, 
hang hoa nhap vao sau thi xuat ra truac. Khi do, tri gia vat tu, hang hoa xuat ra 
cuoi cung se tinh theo dan gia thuc te cua vat tu, hang hoa ton diu ky hoac lan 
nhap dau tien trong ky. Doi vai phuang phap kiem ke djnh ky, tri gia hang ton 
cuoi ky dugre tinh theo dan gia cua vat tu, hang hoa ton dau ky hoSc cua \an 
nhap dau tien trong ky. 

b.4. Xac dinh nguyen tac va phuomg phap hack toan tdi san cd dinh va bdt 
dqng san dau tu 

Tai san c6 djnh hdn hinh, Tai san c6 djnh thue tai chinh, Tk\ san co dinh 
vo hinh, Bit dong san d4u tu dugre phan anh tren nhom tai khoan 21. Nguyen 
tic va phuang phap hach toan tai san co djnh va bat dgng san diu tu phai tuan 
thu cac quy djnh cua Chuin muc ke toan so 03 - “Tai san c6 dinh huu hinh”; 
Chuin muc ke toan s6 04 - “Tai san co djnh vo hinh”; Chuan mi^c ki toan s6 
06 - “Thue tai san”; Chuin myre ki toan s6 05 - “Bit dong san diu tu”. 

- Nguyen tac ghi nhan: 

TSCD va bit dong san diu tu phai dugre ghi nhan theo nguyen tic gia g6c. 

-i- Ghi nh£n ban dau theo nguyen gia; 

+ Ghi nhan sau ban diu theo gia trj con l$i. 

Do do, nhom tki khoan 21 luon phai phan anh day du ca 3 chi tieu gia trj: 
nguyen gia, gia tri hao mon va gia trj con lai. De tinh toan xac djnh gia tri hao 
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mdn cua tai san co djnh va bit dpng san diu tu, ki toan phai lyra chon phuang 
phap khau hao phu hpp va nhit quan. 

- Cac phucmg phap khau hao tai san co djnh: 

Phirong phap khiu hao lira chpn cho tung loai TSCD, bat dpng san diu tu 
phai dirge ap dpng nhit quan giua cac ky k£ toin va c6 the thay doi do sir thay 
ddi ding ke each thuc thu hoi lgri ich kinh te tu TSCD, bat dpng san diiu tu. 
Thai gian va phucmg phap khau hao phai dugc xem xet vao cuoi nien do 
toan. Cac phuang phap khau hao co th4 lira chon bao g6m: 

-f Phuang phap khiu hao duang thing: 

Phuang phap khlu hao dudmg thing tinh ra gia tri hao mon tren co so binh 
quan hoi chi phi khiu hao giQa cac ky ke toan. 

+ Phuang phip khiu hao theo s6 du giam din: 

Phuang phip khau hao theo s6 du giam din tinh ra gia tri hao mon tren ca 
so giam din chi phi khiu hao cho nhOmg nim su dyng sau. Diy li mot phuang 
phap khiu hao nhanh thufrng ap dung cho cac TSCD co gia tri hao mon vo 
hinh Ion. 

+ Phuang phap khau hao theo san luemg: 

Phuang phap khiu hao theo san lugmg tinh ra gia tri hao mon tren ca sa 
san lugmg thuc t4 cua timg ky ke toan va chi phi khiu hao thuoc mgt dan vj 
san lugmg. Do do, kit qua la tuang d6i chinh xac nhung chi co thi ap dung 
trong diiu kien dom vj xic djnh dupe t6ng san lugmg dupe lam ra trong toan bo 
then gian uac tinh su dung TSCD. 

TOM LAI: 

He thong tai khoan ke toan gom cac tai khoan ke toan cin sir dung. Moi 
dan vi ke toan phai su dpng mot hg thong tai khoan ke toan. He thong tai 
khoan ke toan thong nhit quy djnh danh mpe tai khoan ke toan g6m: s6 lugmg, 
loai tai khoan, ten goi va so higu tai khoan; hudmg dan noi dung, ket ciu va 
phucmg phap hach toan tren tung tai khoan ke toan. 
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BAI TAP: 

Cdu 1: Neu khai quat n$i dung cAc cong viec t6 chuc he thdng tAi khoan 
ke toan su dung a dan vj? 

Cdu 2: Phan ti'ch cac ca sa (can cur) xay dung hp thong tai khoan ke toan 
su dyng tai doanh nghiep? 

Cdu 3: Trinh bay nguyen tSc \A phucmg phap hach toan h£ng tdn kho? 

H. TO CHLfC HE THONG SO K£ TOAN 

GICJI THI$U: 

Trong phan nay, chung ta si tim hieu he thdng s6 ki toan, phan loai so ke 
toan; yeu cau cua viec to chuc h? thong so ke toan va noi dung t6 chuc h? 
thong so ke toan theo cac hinh thuc ke toan. Sau khi hoc xong phan n&y, c&c 
anh/chj si: 

- Nim vung cac each phan loai s6 k i toan, nhan biet duac die loai s6 ke 
toan. 

- Biet duac cac yeu c4u ca ban khi to chuc he thdng sd ke to£n a dan vj. 

- N£m dupe cac cong vipc chinh cua to chuc he thdng so ki to4n. 

- N^m duac he thdng so kd toan theo tung hinh thuc kd toan cu thd. 

NOI DUNG: 

I. Phan loai s6 ki toan 

So ke toan la khai niem gan lien vdi tai khoan ke toan, la nai chua dung 
cac thong tin phan Anh tren tai khoan ke toan. So ke toan duac thiet ke theo 
mau thdng nhat. Co nhieu loyi so ke toan vdi ket cau khac nhau, tu do anh 
hudmg den quy trinh ghi so ke toan. Danh myc so ke toan ap dung cho cac 
doanh nghipp duac ban hanh tyi Quyet dinh so 15/2006/QD-BTC ngay 
20/03/2006 cua Bo TA\ chinh. 

a) Phan loai so ke toan theo each ghi chep tren so 

Theo tieu thuc nay co 3 loai sd ki toan: Sd ki toan ghi theo thori gian, sd 
ke toan ghi theo hp thong, sd ke to&n lien hpp. 
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+ So ke todn ghi theo then gian 

DSc diem cua loai s 6 ki toan ghi theo then gian la phan anh, ghi chep toan bp 
cac nghiep vu kinh ti - tai chinh phat sinh trong ky hach toan theo trinh tu th6i 
gian phat sinh cua chung ho&c theo trinh tu nh$n dirge cac chung tir ke toan. 

Thugc loai so nay co: So Nhat ky chung (sir dgng trong hinh thuc ke toan 
Nhat ky chung); So Dang ky chung tu ghi s6 (su dung trong hinh thuc ki toan 
Chung tu ghi so). Tren so ke toan ghi theo thori gian chua co sg he thong hoi 
thong tin theo tung chi tieu kinh te - tai chinh. Vi vay, can phai su dung loai s6 
ki toan ghi theo he thing. 

+ So ke todn ghi theo he thong 

D5c diem cua loai so ke toan ghi theo he thong la phan anh, ghi chep cac 
nghiep vu kinh t6 - tai chinh phat sinh trong ky hach toan mgt each h? th6ng theo 
timg chi tieu kinh t4 - tai chinh, tuc la dugc mo theo cac tai khoan k4 toan. 

Thuoc loai so ke toan nay co: So cai (su dung trong hinh thuc ke toan 
Nh^t ky chung; hinh thuc ke toan Chung tu ghi so; hinh thuc k£ toan Nhat ky - 
Chung tu); Nhat ky chung tu, Bang ke (su dung trong hinh thuc ke toan Nhat 
ky - Chung tu); So ke toan chi ti4t (su dung trong tat ca cac hinh thuc k4 toan). 

+ So ke todn lien horp 

Dac diem cua loai so k4 toan lien hgp la phan anh, ghi chep tit ca cac 
nghiep vu kinh te - tai chinh phat sinh trong ky hach toan vua theo trinh tu then 
gian, vua theo he thong tren cung trang so (kit hgp cua hai loai si tren). 

Thuoc loai so ki toan nay co So Nhat ky - So cai (su dung trong hinh thuc 
ke toan Nh$t ky - S6 cai). 

b) Phan loai so ke todn theo ngi dung ghi chep tren so 

Theo tieu thuc nay co 3 loai s6 ki toan: So ki toan tong hgp, s6 ki toan 
chi tiit, so ke toan ket hgp tong hgp va chi tiit. 

+ So ke todn tong hop 

So ke toan tong hgp phan anh, ghi chep cac chi tieu kinh ti - tai chinh 
tong hgp (dugc mo cho tai khoan ke toan tong hgp). Mot so ki toan ting hgp 
co the phan anh mot, mot so hoac tat ca tai khoan tong hgp. 
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Thuoc loai sd ke toan nay co: Sd Nhat ky chung; Sd Dang ky chung tir ghi 
so; So Nhat ky - Sd cai; Sd cai; Nhat ky - Churng tir, Bang ke. 

+ So ke toan chi tiet 

So ke toan chi tiet phan anh, ghi chep cac chi tieu kinh td - tai chinh chi 
tiet nham cp the hoa cho chi tieu kinh td - tai chinh tdng hop tucmg ung (dupe 
mo cho tai khoan ke toan chi tidt). 

Thuoc loai s6 nay co cac sd kd toan chi tidt. 

+ So ke toan kel horp tong hpp va chi tiit: So ke toan ket hop tong hpp va 
chi tiet phan £nh ede chi tieu kinh te - tai chinh or trang thai vira tdng hop vira 
chi tiet tren cung trang so. 

Thupc loai so nay co mpt s6 Nhat ky - Chung tir. Bang ke. 

2 . Yeu ciu cua t6 chtpc he th6ng so k4 toan 

To chuc hp thong so ke toan la lpa chpn va thiet lap h? thdng so ke toan 
can sir dung or don vi. Vori moi hp thong so ke toan se tao nen mot hinh thuc ke 
toin. T6 chuc hp thong s6 ke toan ddng nghla v6i lua chon hinh thuc ke toan 
va phai dam bao cac yeu diu sau: 

- Phai lira chon va sir dpng mpt hp thong so ke toan chinh thuc va duy nh4t 
cho mpt ky ke toan n&m. 

- Phai c^n cir vao hp thdng so ke toan do Bo Tai chinh quy djnh dd lpa 
chpn hp thong sd kd toan cua don vj; dong thbi phai tuy thupc vao yeu diu cua 
cong tac ke toan tai don vj de cu the hoa cac sd ke toan da lua chpn mpt each 
phii hop. 

- Phai darn bao kdt hpp dupe vide ghi chep, phan anh theo thdri gian voi 
vipc ghi chep, phan anh theo he thdng. 

- Phai dam bao thoa mSn yeu cau ke toan tdng hpp va ke toan chi tiet cung 
nhu moi quan hp doi chieu, kiem tra so lipu giua hai loai ke toan nay. Don vj 
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phai c&n cu vao he thong tai khoan ke toan sir dung va yeu cAu quan ly cua don 
vi dA mdr du cac so ke toan tong hgrp va sd kA toan chi tiAt can thiet. 

3. TA chtpc h$ thdng sA kA to£n theo cac hinh thtpc kA toan 

Don vj co the lira chon mot trong cac hinh thuc kA toan: Hinh thuc ke toan 
Nhat ky - So cai; hinh thuc ke toan Chung tu ghi so; hinh thuc ke toan Nhat ky 
chung; hinh thuc ke toan Nhat ky - Chung tu, can cu vao cac yeu to: Quy mo 
hoat dong; So lugmg tai khoan su dung; So luong nghiep vu kinh te - tai chinh 
phat sinh. 

Cac cong vi^c chinh cua t6 chuc h? thdng so ke toan ap d\ing tai dcm vj 
bao gom: 

- Lua chpn hinh thuc kA toin ap dung tai dcm vj va d^ng ky he thdng s6 
toan tuong ung vdi hinh thuc kA toan do vao dAu nien do kA toan; 

- Xac djnh so lugmg so ke toan tong hgrp, so kA toan chi tiet phu hgrp vcri 
hinh thuc ke toan d§ chon; 

- Tuan thu ket ciu mau so kA toan dugrc Bo Tai chinh ban hanh thdng nhat 
cho cac doanh nghigp (xem Danh muc va mlu sd kA toan theo QuyAt djnh s6 
15/2006/QD-BTC cua Bo Tai chinh); xay dung va thiAt kA mau sd kA toan chi 
tiet (khong ducrc ban hanh trong he thdng sd ke toan) phu hgrp vdi dac diem va 
yeu cAu quan ly cu the cua dom vj. 

- Xac dinh moi quan he giua cac sd kA toan, xay dung trinh tu luan chuyAn 
chung tu v4 ghi sd ke toan theo hinh thuc kA toan d§ lira chpn, theo dung quy 
t&c, trinh tu ghi sd va nguyen tAc h^ich toan. 

- Tuy thuoc vao co cau bg may ke toan d dom vj, ke toan trudng se phan 
cong trach nhigm ghi sd ke toan doi vdi tung bo phan ke toan, timg kA toan 
vien nham he thdng hoa, xu ly thdng tin phuc vu lap cac bao cao kA toan. 
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DANH MUC SO K£ TOAN AP DUNG CHO DOANH NGHIEP 
(Ban h&nh theo OD so 15/2006/QD-BTC ngay 20/3/2006 cua Bo Tdi chlnh ) 





Hinh thi>c kl toan 

TT 

T£n s6 

Ky hi$u 

J* O) 

• 

S'13 






II 

I'S 

§ '-c 

.C O) 

o 

si 

z o 

01 

Nhgtky-Socai 

S01-DN 

- 

X 

- 


02 

Chi/ng tiF ghi s6 

S02a-DN 

- 

- 

X 


03 

S6 dang ky chtrng ti> ghi s6 

S02b-DN 

- 


X 


04 

So c& (cho hinh thirc CTGS) 

S02c1-DN 

- 


X 




S02C2-DN 

- 


X 


05 

Si Nh$t ky chung 

S03a-DN 

X 




06 

So Nh|t ky thu tien 

S03a1-DN 

X 




07 

S6 Nh|t ky chi ti&n 

S03a2-DN 

X 




08 

S6 Nh|t ky mua hang 

S03a3-DN 

X 




09 

Si Nh$t ky ban hang 

S03a4-DN 

X 




10 

Si c£i (cho hinh thi>c NKC) 

S03b-DN 

X 




11 

Nh$t ky - Chi>ng tt r, c£c logi NKCT, 

Bang k$ 

S04-DN 

- 



X 


Gom: NKCT ti> s6 1 din s6 10 

S04a-DN 

- 



X 


Bang kg so 1 den s6 11 

S04b-DN 

- 



X 

12 

S6 c£i (cho hinh thi>c NKCT) 

S05-DN 

- 



X 

13 

Bang can doi so phat sinh 

S06-DN 

X 


X 

- 

14 

So quy tien m|t 

S07-DN 

X 

X 

X 

- 

15 

So ke toan chi tiet quy tien mat 

S07a-DN 

X 

X 

X 

- 

16 

So tien gui ngan hang 

S08-DN 

X 

X 

X 

X 

17 

S6 chi tiet NVL, CCDC, SP, HH 

S10-DN 

X 

X 

X 

X 

18 

Bang t6ng hpp chi tiet NVL, CCDC. SP, 
HH 

S11-DN 

X 

X 

X 

X 

19 

The kho (So kho) 

S12-DN 

X 

X 

X 

X 
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Hinh thi>c k4 toan 

TT 

Ten s6 

Ky hieu 

^ o> 

s* 

.S'is 

£ 

!■§> 

o 

** 

JXL O) 

i 1 

Z O 

20 

So tai san co djnh 

S21-DN 

X 

X 

X 

X 

21 

So theo doi TSCO va CCDC tai noi sir dung 

S22-DN 

X 

X 

X 

X 

22 

The TSCO 

S23-DN 

X 

X 

X 

X 

23 

S6 chi tiet thanh to£n vdi nguxyi mua 
(ngu'6'i ban) 

S31-DN 

X 

X 

X 

X 

24 

So chi ti&t thanh toan v&i ngufri mua 
(ngu'O'i ban) b4ng ngoai te 

S32-DN 

X 

X 

X 

X 

25 

So theo doi thanh toan b4ng ngoai te 

S33-DN 

X 

X 

X 

X 

26 

So chi tiet ti4n vay 

S34-DN 

X 

X 

X 

X 

27 

So chi tiet ban h^ng 

S35-DN 

X 

X 

X 

X 

28 

S6 chi phi SXKD 

S36-DN 

X 

X 

X 

X 

29 

The tinh gia thanh SP, DV 

S37-DN 

X 

X 

X 

X 

30 

S6 chi tiet cac tai khoan 

S38-DN 

X 

X 

X 

X 

31 

S6 chi tiet d§u tir vao cong ty lien ket 

S41-DN 

X 

X 

X 

X 

32 

So phan bo chenh l$ch mua khoan d4u tu 
vao c6ng ty lien k§t 

S42-DN 

X 

X 

X 

X 

33 

So chi tiet phat hdnh co phieu 

S43-DN 

X 

X 

X 

X 

34 

S6 chi tiet co phieu quy 

S44-DN 

X 

X 

X 

X 

35 

So chi ti£t dau ti r chi>ng khoan 

S45-DN 

X 

X 

X 

X 

36 

§6 chi tiet ngu6n v6n kinh doanh 

S51-DN 

X 

X 

X 

X 

37 

S6 chi phi dlu tu' xeiy di/ng 

S52-DN 

X 

X 

X 

X 

38 

So theo doi thue GTGT 

S61-DN 

X 

X 

X 

X 

39 

S6 chi tiet thue GTGT du^c hoan lai 

S62-DN 

X 

X 

X 

X 

40 

So chi ti§t thue GTGT du'oc mien, giam 

S63-DN 

X 

X 

X 

X 


Cac so chi tiet khac theo yeu cau quan ly 
cua doanh nghiep 
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a) Td chirc h$ thong so ke todn theo hinh thuc ke todn Nhgt ky-So cdi 

- Ddc diem cua hinh thuc k$ todn Nhat ky - So cdi la ket h<?p ghi chep tit 
ca cac nghiep vu kinh t4 - tai chinh phat sinh trong ky hach todn vua theo trinh 
tu thori gian vua theo h? thong tren ciing myt so k6 toan tong hop. 

- He thong so sir dung trong hinh thuc ke toan Nhyt ky - So cai bao gom: 

+ So ke toan tong hop: su dung 01 so duy nhat la Nhat ky - So cai (Mlu 
so S01-DN). 

+ So k4 toan chi tiet: So lugng s6 k4 toan chi tidt phy thupc vao so lugmg 
doi tu<?mg ke toan chi tiet can theo d6i cua don vj. 

- Moi quan he giura cac so ke toan trong hinh thuc ke toan Nhat ky-So 
cdi: Cdn cur true tiep d$ ghi vao Nhat ky - So cdi la cac chumg tu goc va bang 
tong hop chung tu goc. Ke todn tong hop va ke todn chi tiet duoc tach rcri nhau 
tren hai he thong so ke todn (Nhat ky - So cdi va cac so ke todn chi tiet). Vi$c 
doi chieu, kiem tra s6 li^u giura ke todn tong hgrp vd ke todn chi tiet dupe thuc 
hien bang each doi chieu giura Nhat ky - So cdi voi ede Bang tong hgrp chi tidt 
(lyp tu cac so ke todn chi tiSt tuong ung). Viec ki£m tra, doi chieu s6 li?u giua 
cac tai khoan t6ng hgrp duoc thuc hi£n ngay tren Nhat ky - So cdi, do d6 khong 
can l$p bang d6i chieu so phat sinh cac tai khoan. 
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Dot vj: 
Dja chi: 


Miu s6 S01-DN 

(Ban hinh theo Q015/200&QD-BTC 
ngay 20/03/2006 cua BO In/Ong BTC) 

NHATKY-SO CAl 
NSm: 


o> 

c 

o 

T3 

b- 

*b 

£ 

~o 

cn 

!E 

OJ 

o> 

c 

ca 

£ 

>» 

CD 

Z 

Chi>ng 

tCr 

Diln giai 

£ 

c 

</> 

$5 

JC 

Q. 

C 

CO 

S6 hi$u tai 
khoan ddi 
ipng 

o> 

c 

o 

■O 

b- 

•b 

-C 

I- 

TK... 

TK... 

5 

jc 

O) 

c 

-TO 

& 

-to' 

o> 

z 

o 

z 

‘O 

o 

o- 

z 

•O 

o 

Z 

8 

A 

B 

c 

D 

E 

1 

F 

G 

H 

2 

3 







- S6 dtr d4u n3m 

- S6 ph£t sinh trong 
thang 













- COng s6 phat sinh 
th£ng 

- So di/ cuoi thang 

- C$ng luy k& t ir d5u guy 


- 








- S6 nay co . trang, danh s 61 ir trang so 01 d£n Irang 

- Ng£y ma so:........ 


Ngifcri ghi s6 

(Ky, hQ ten) 


Ngay... thdng. . nam . 

K£ toan tiwng Giam ddc 

(Ky, hQ ten) (Ky, hQ ten, dong dau) 
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Bern vj: 
Oja chi: 


Miii s6 S10-DN 

(Ban hanh iheo QD 15 / 2 OO 6 /Q 0 -BTC 
ng<Sy 20/03/2006 cua BO taring BTC) 


sG chi ti£t vat i4u, dung cy (SAN phAm, hAng hoA) 

Nam: 

Tiikhoan: Tenkho: . 

Ten, quy each nguyen lieu, vat lieu, cong cu, dung eg (san pham, hang ho£): 


Don vj tinh 


Chong 

ti> 

Diin giai 

if 

-X _ 

§ 

o» 

c 

a 

Nhap 

Xuat 

T6n 

Ghi chu 

3 

x: 

W 

Ngay thang 

CD 

C 

1 

c 

-C 

c 

-CO 

n 

1- 

CD 

C 

& 

-3? 

c 

^0) 

sz 

a 

'XO 

h- 

CD 

c 

1 

•«o 

CO 

c 

-C 

c 

2 

1— 

A 

B 

C 

D 

1 

2 

S3 

A 

4 

3 

V 

6 

CO 

X 

V 

h- 

8 



- S6 do dau ky 

- Ph£t sinh trong 
thang 












- Cpng phat sinh 
thang 

- So do cu6i ky 











- S6 nay co trang, <Janh s6 tir trang so 01 din trang 

- Ngay mo s6:. 


Ngu'oi ghi s6 Ki toan troomg 

(Ky, hQ ten) (Ky, hQ ten) 


Ngay ... thang . nSm.. 

Giam doc 

(Ky, hQ ten, dong dau) 
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Don vj: 

Oja chi: 

Sb CHI TltT THANH TOAN VCN NGIPOIMUA (NGl/CTI BAN) 

(Dung choTK: 131,331) 

Tai khoan:. 

Ooi tirgng:. 

Loai tier1: VND 


Mau so S31-DN 

(Ban h£nh theo Q015/2OO6/QO-BTC 
ngay 20/03/2006 cua Bo tn/ong BTC) 


Ngay 

thang 

s 

Chtpng tip 

D£n giai 

TK 

ddi 

ipng 

Thai 

han 

dipac 

chidt 

khdu 

Sd phat 
sinh 

Sd da 

So 

hi$u 

Ngay 

thang 

Np 

Co 

Ngr 

Co 

A 

B 

c 

D 

E 

1 

2 

3 

4 

5 




- So dtp dau ky 

- S6 phat sinh trong 

ky 










- Cong so phdt sinh 

- So dip cu6i ky 








- S6 nay co trang, danh so t if trang s6 01 den trang 

- Ngay mcr so:_ 


Ngipai ghi sd 

(Ky, ho ten) 


Ngay... thang . n§m. 

Ke toan tiwng 

(Ky, ho ten) 
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- Trinh tu ghi s6 ke toan theo hinh thuc k£ toan Nhat ky - So cai dirge 
minh hoa nhir sau: 



Ghi hang ngay 


► Ghi cuoi thang 

◄-► Ki&m tra, d6i chi6u so lieu 

Hinh thuc ke toan Nhat ky - S6 cai su dyng it so ke toan; giam dugc khdi 
lugng ghi so; vi£c doi chieu kiem tra tren cac tai khoan tong hop co xhk thuc 
hi^n thudmg xuyfcn tren Nhat ky - S6 cai nen cong viec kiem tra khong bj don 
vao cu6i ky hach toan. Tuy nhien, trong truemg hgp don vj su dung nhiSu tai 
khoan tong hop, ph&t sinh nhi£u nghi^p vu kinh t8 - tai chinh thi Nhat ky - S6 
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cai se rat cong kenh, viec ghi chep va kiem tra tra nen kho kh&n. Hinh thuc ke 
toan Nhat ky - So cai thich hop vcri cac don vj c6 quy mo nho, su dung it tai 
khoan tong hop. 

b) To chirc h? thong so ke toan theo hinh thuc ke todn IWhgt ky chung 

- D&c diem cua hinh thuc ke toan Nhat ky chung la ghi chep tit ca cac 
nghiep vu kinh te - tai chinh phat sinh trong ky hach toan vao so nhat ky (Nhat 
ky chung, Nhat ky chuyen dung) theo trinh tu thdri gian va theo quan he d6i 
ung tai khoan, sau do l&y s6 lieu cr s6 nhat ky de ghi vao so h? thong (So cai). 

- th6ng s6 su dung trong hinh thuc k£ toan Nhat ky chung bao g6m: 

+ S6 kS toan tong hop, gom co: 

S6 nhat ky: 01 S6 Nhat ky chung (Mau so S03a-DN) va mot so So Nhat 
ky chuyen dung nhu: Nhat ky thu ti€n; Nh§t ky chi ti§n; Nhyt ky ban hang; 
Nhat ky mua hang (Mlu so S03al,2,3,4-DN). 

So cai: So lucmg So cai phy thuyc vao s6 lugng tai khoan cap 1 su dyng 
tai dcm vj: moi tai khoan c&p 1 duoc phan anh a mpt So cai (Mau so S03b- 
DN). 

+ So ke toan chi tiet: So lugmg so ke toan chi tiet trong hinh thuc ke toan 
Nhat ky chung phy thuoc vao so lugmg doi tu<?mg ke to£n chi tiet can theo ddi 
cua don vj. 

- Moi quan he giua cac so ke toan trong hinh thuc ke toan Nhat ky chung: 
Can cu true tiep de ghi Nhat ky chung, Nhat ky chuyen dung va cac so ke toan 
chi tiet la c&c chung tu g6c va bang tong hop chung tu gdc. Can cu de ghi cac 
So cai la Nhat ky chung va cac Nhat ky chuyen dung. Vi£c doi chieu, kiem tra 
so h£u giua ke toan tong hop va ke toan chi tiet dupe thuc hi£n bang each doi 
chieu giua Bang doi chieu so phat sinh (lap tren co sor cac So cai) va cac Bang 
tong hop chi ti4t (lap tren co so cac s6 k6 toan chi tiSt tuomg ung). 
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Don vj:. 

Dja chi: 


Mlu so S03a-DN 

(Ban tenh theo Q015/2006/QO-BTC 
ng£y 20/03/2006 cua B6 tn/crng BTC) 

S6 NHAT KY CHUNG 


Nam: 


Dan vj tint): 


Ngay 
th&nq 
ghi so 

ChCmg tip 

Diin giai 

Da 

ghi 

s6 

cai 

So 

thi> 

dong 

TK 

ddi 

i>ng 

Q. C 
O V) 
CO 

So 

hi#u 

Ngay 

thang 

No 

Co 

A 

B 

c 

D 

E 

G 

H 

1 

2 




S6 trang tri/oc chuyin sang 


















Cong chuyin sang trang sau 







- S6 nay c6.trang, danh so tir trang s6 01 den trang 

- Ng£y me s6:. 


Ngtpcri ghi s6 Ki toan truing 

(Ky, hq ten) (Ky, hp ten) 


Ngay ... thang. . nam. 

Giam d6c 

(Ky, hp ten, dong dau) 


135 


So hoa bai Trung tam Hoc lieu - DH TN 


http://www. Irc-tnu. edu. vn 
























Dorn vj: 

Dja chi: 

S6 NHAT KY THU TltN 
Nam: 


Mius6 S03a1-DN 

(Ban hanh theo QO15/2006/QO-BTC 
ng£y 20/03/2006 cua B6 tn/dng BTC) 


Don vj tinh: . 


Ngay 

thang 

ghi 

s6 

Chirng ti> 

Diin giai 

Ghi 

Ngr 

TK... 

Ghi Co cac TK 

So 

hi?u 

Ngay 

thang 




Tai khoan khac 

So 

tien 

$6 
hie u 

A 

B 

c 

D 

1 

2 

3 

4 

5 

E 




S6 trang tnwc chuyln 
sang 














C$ng chuyen sang trang 
sau 








- S6 nay co_trang, danh s6 tir trang so 01 din trang 

- Ng£y ma s6:. 


Ngwi ghi si K§ toan trvong 

(Ky, hQ ten) (Ky, ho ten) 


Ngay... th&ng . n$m.. 

Giam ddc 

(Ky, ho ten, dong dau) 
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Bo?) vj: Mau $6 S03a2-DN 

Oja chi: .. (Ban tenh theo QB 15 / 2006 /QB-BTC 

ng/iy 20/03/2006 cua B4 trvamg BTC) 

S6 NHAT KY CHI TI^N 
Nam:_ 


Dan vi tlnh: 


Ngay 

thang 

ghi 

si 

Chi>ng tip 

Diin giai 

Ghi 

Co 

TK... 

Ghi N? cac TK 

So 

hi$u 

Ngay 

tiling 

... 


... 

Tai khoan kh^c 

Si 

tien 

si 

hi$u 

A 

B 

c 

D 

1 

2 

3 

4 

5 

E 




Si trang trutfc chuyin 
sang 














Cong chuyin sang trang 
sau 








- Si nay co trang, danh so tir trang si 01 din trang 
-Ngay mo si: 


Ngippi ghi si Ki toan tnwng 

(Ky, hQ ten) (Ky, hQ ten) 


Ngay ... th&nq . n$m.. 

Giam d6c 

(Ky, hp ten, ddng dau) 
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Dot vj: 
Oja chi: 


Miu so S03a3-DN 

(Ban hOnh theo QO15/20O6/QO-BTC 
ngay 20/03/2006 cua BO tnrorng BTC) 

S6 NHAT KY MUA HANG 


Nam: 


Dan vj tinh: 


Ngay 

thang 

ghi 

s6 

Chtpng tip 

Diln glai 

Tai khoan ghi N qr 

Phai 

tra 

ngwi 

ban 

(ghi 

Co) 

So 

hifu 

Ngay 

thdng 

Hang 

ho£ 

Nguyen 
v$t lieu 

T£i khoan 
kh^ic 

SA 

hi$u 

So 

ti&n 

A 

B 

c 

D 

1 

2 

E 

3 

4 




SA trang tnrac 
chuyAn sang 


















Cgng chuyAn sang 
trang sau 







- SA nay co trang, danh sA tCf trang sA 01 den trang 

- Ng£y ma sA:. 


Ngipai ghi sA 

(Ky, hQ ten) 


KA toantrwng 

(Ky, hQ t§n) 


Ngay... thanq . n§m. 

Giam d6c 

(Ky, hQ ten, dong dau) 
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Dorn vj: 
Dja chi: 


Mlu si S03a4-DN 

(Ban tenh theo Q 015 / 2006 /QO-BTC 
ngay 20/03/2006 cua BO tnrfrng BTC) 

S6 NHAT KY BAN HANG 
Nam:. 


Dan vj tinh: 


Ngay 

thing 

ghi 

si 

Chi>ng tO 

Diln giai 

Phaithu 
tO ngipOi 
mua 
(ghi N?) 

Ghi Co tai khoan 
doanhthu 

Si 

hi$u 

Ngay 

thdng 

Hang 

hoa 

Thanh 

pham 

Djch 

vu 

A 

B 

c 

D 

1 

2 

3 

4 




So trang truac chuyen 
sang 
















COng chuyin sang trang 
sau 






- Si n^y co.trang, d£nh si tO trang s6 01 din trang _ 

- Ngay ma si:. 

Ng£y... thdnq . ndm. 

Giam die 

(Ky, hQ ten, dong dau) 


NgirOi ghi si Ki toan truOng 

(Ky, hQ tin) (Ky, hQ ten) 
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D<rn vj: _ _ M4u s6 S035-ON 

Dja chi: (Ban hanh theo Q015/20O6/QO-BTC 


ngay 20/03/2006 aia BO tn/frng BTC) 

S6 CAI 

(Dung cho hint) thCrc ke toan Nhat ky chung) 

Nam:_ 

Ten tai khoan:_ 

S6 hi$u:__ 

Don vi tinh: .. 


Ngay 
thang 
ghi so 

Chipng tip 

Diin giai 

Nhat ky 
chung 

1- CT> 

*1 
jz .5 

O K 3 
CO 

S6 ti§n 

So 

hieu 

NgSy 

thang 

Trang s6 

Sdthtr 

tv 

dong 

0 

2 

s 

A 

B 

c 

D 

E 

G 

H 

1 

2 




- So dll’ dau n§m 

- So phat sinh trong thang 









- Cong s6 phat sinh thang 

- S6 dip cuoi th£ng 

- C$ng luy ki tir dau quy 







So nay co Irang, danh so ti> trang s6 01 (ten trang 
Ngay mo s6: 


Ngirai ghi s6 

(Ky, hq ten) 


Ngay... thang . n§m.. 

Ke toan truwig Giam ddc 

(Ky, hQ ten) (Ky, hg ten, dong diu) 
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- Trinh tu ghi so ke toan theo hinh thuc ke toan Nh$t ky chung duoc minh 
ho$ nhu sau: 



-► Ghi hang ngay 

-► Ghi cu6i thang 

-► Ki&m tra, d6i chieu so lieu 


Hinh thuc ke toan Nhat ky chung c6 mau so dom gian, dl ghi 
ti£n cho viec phan cong lao dong k6 toan nhung khoi luong ghi 


chep, thuan 
chep nhiSu. 
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Hinh thuc ke toan Nhat ky chung thich hpp vai cac dan vi co quy mo lan va 
vua, sir dung nhieu tai khoan, co nhieu ke toan vien. 

c) To chuc he thong so ke toan theo hinh thuc ke toan Chung tug hi sd 

- D&c diem cua hinh thurc ke toan Chung tu ghi so: c&n cu trpc tiep de ghi 
s6 ke toan tong hpp la cac chung tu ghi so do k$ toan lap tren co so cac chung 
tu goc ho&c bang tong hap chung tu gdc cung noi dung kmh te, dupe danh s6 
lien tuc trong tung thang hoac ca nam, dinh k&m d£y du chung tu goc va dupe 
k4 toan truong duypt truac khi sir dung de ghi so. Chung tu ghi so phai dupe 
thong nhat lap cho ben No (ho£c ben Co) cua cac tai khoan. 

Tucrng tu hinh thuc ke toan Nhat ky chung, trong hinh thuc ke toan Chung 
tu ghi so vipc ghi chep cic nghiep v\i kinh te - tai chinh phat sinh trong k>' 
hach toan co sir tach rcri giura ghi theo then gian va ghi theo he thong tren hai 
loai so ke toan. 

- He thong so su dung trong hinh thuc k4 toan Chung tu ghi s6 bao g6m: 

+ So ke toan tong hap gdm co: So d^ng ky chung tu ghi s6 (Mau s6 S02b- 
DN); cac So cai vdi so lupng phu thupc vao so luong tai khoan dip 1 sir dung 
tai dan vi (Mau so S02c-DN). 

+ So ke toan chi tiet: So luprng so ke toan chi tiet trong hinh thuc k6 toan 
Chung tu ghi so phu thuoc vao cac y£u t6: s6 luong doi tupmg k4 toan chi ti£t 
can theo doi cua dan vj. 

- Moi quan he giua cac so k8 toan trong hinh thuc k£ toan Chung tu ghi 
so: Can cu true tiep de ghi So cai va So dang ky chung tu ghi s6 la cac chung 
tu ghi so dupe lap tu cac chung tu goc cung loai. So d^ng ky chung tu ghi so 
chi co y nghla quan ly cac chung tu ghi so va doi chieu tong s6 tien vdri bang 
doi chieu s6 phat sinh. Can cu true ti4p de ghi so ke toan chi tiet la cac chung 
tu goc va bang tong hap chung tu goc. Viec kiem tra, d6i chi4u s6 lipu giua ke 
toan tong hop va k4 toan chi ti4t dupe thpc hien bing each d6i chieu giua Bang 
doi chieu s6 phat sinh (lap tren ca sa cac So cai) va cac Bang t6ng hop chi tiet 
(lap tren ca sa cac so ke toan chi tiet tuong ung). 
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(Xm vj:_ Miu sd S02b-ON 

Oja chi: (Ban h£nh theo QOI 5 / 2006 /QO-BTC 

ng£y 20/03/2006 cua BO tn/ong BTC) 

S6 OANG KY CHlTNG Tir GHIS6 


Nam: 


Dan vj tinh: . 


Chi>ng tip ghi s6 

S6 tiin 

Chi>ng tip ghi s6 

Sdtien 

Sohieu 

Ng^y, thang 

Sdhieu 

Ngay, th£ng 

A 

B 

1 

A 

B 

1 







- Cong thang 

- Cpng luy ki ti> diu quy 


- Cpng thang 

- Cpng luy k&1 ir diu quy 



- S6 n£y c6.trang, d£nh s6 ti> trang so 01 den trang 

- Ng£y md $6;_ 


Ngirdi ghi s6 Ke toan trwng 

(Ky, hQ ten) (Ky, bp t&n) 


Ngay ... thdng. . nam.. 

Giam ddc 

(Ky, hQ ten, ddng dau) 
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Dan vj:.. Mlu s6 S02c1-DN 

Oja chi: „ (Ban hanhtheoQD15/2006/QD-BTC 


ngay 20/03/2006 cua B6 tn/dng BTC) 

S6 cAi 

(Dung cho hint) thirc k6 toan Chimg tir ghi so) 

Nam:_ 

T§n tai khoan:... 

S6 hi$u:.. 

Don vj tinh ;.. 


Ngay 
thang 
ghi so 

Chu>ng tip 
ghi so 

Dien giai 

S6 hieu 
TKdoi 
i>ng 

S6 tiln 

Ghi chu 

So 

hifu 

Ng^y 

thang 

Ng 

Co 

A 

B 

c 

D 

E 

1 

2 

G 




• So dir dlu nam 

- So phat sinh trong 
thang 








- COng s6 phat sinh thang 

- $6 dir cu6i thang 

- C0ng luy k4 tur dlu quy 






- So ndy co trang, d^nh s6 tir trang s6 01 d£n trang 

- Ngay mo so: 


Ngiroi ghi so 

(Ky, hQ ten) 


Ngay... thang. .nam. 

Ke toan truing Giam d6c 

(Ky, ho ten) (Ky, hQ ten, dong d$u) 
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Miu s6 S02c2-DN 

(Ban hdnh theo Q 015 / 2 OO 6 /QO-BTC 
ngay 20/03/2006 cua BO tnrOng BTC) 


Oom vj: 
Oja chi: 


S6 CAI 

(Dung cho hinh thCrc ke loin Chung tir ghi s6) 

Nam:_ 

T§n tai khoan:.. 

S6 hi$u:._. 

Dan vj tlnh:. __ 


Ngay 

thang 

ghi 

si 

Chimg tip ghi si 

Diin glai 

S6 

hieu 

TK 

dii 

i>ng 

SOtiOn 

Tai khoan cip 2 

sd 

hi$u 

Ngay 

thdng 

N? 

C6 

TK... 

TK... 

Ngr 

Co 

Ngr 

C6 

A 

B 

c 

D 

E 

1 

' 2 J 

3 

4 

5 

6 




- So dir diu n§m 

- So phat sinh 
trong th£ng 











- Cong so phat 
sinh thang 

- Si dir cu6i th£ng 

- C$ng luy ki tir 
dau quy 









- $6 nay co trang, d£nh s6 tir trang s6 01 din trang 

- Ng£y mo so:. 


Ngircri ghi si 

(Ky, hQ ten) 


Ngay ... thdng . nim. 

Ke toan trircrng Giam die 

(Ky, ho ten) (Ky, hQ ten, dong dau) 
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- Trinh tvr ghi so ke toan theo hinh thuc k£ toan Chung tir ghi so dir<?c 
minh hoa nhu sau: 



-► Ghi h£ng ng^y 

■ Ghi cu6i th^ng 

◄-► Ki&m tra, doi chi£u s6 li£u 


Hinh thuc ke toan Chung tu ghi so sir dung nhieu so kS toan, mau sd dom 
gian, de ghi chep, thuam tipn cho phan cong lao dong ke toan nhung kh6i luong 
ghi chep nhiSu. Hinh thuc ke toan Chung tu ghi so thich hop vdri cac dcm vj co 
quy mo 1cm va vira, su dung nhieu tai khoan, co nhieu ke toan vien. 

146 


So hoa bai Trung tam Hoc lieu - DH TN 


http://www. Irc-tnu. edu. vn 

























d) To chuc h$ thong so ke todn theo hinh thuc ke todn Nhat ky - Chung tit 

- DSc diem cua hinh thuc ke toan Nh$t ky - Chung tu la ket hop chat che 
viec ghi so k6 toan theo trinh tu thoi gian va ghi theo he thong doi voi nhumg 
nghiep vu kinh te - tai chi'nh cung loai vao cac Nhat ky - Chung tu. Cuoi thang 
tdng hgrp so li?u tren cac Nhat ky - Chung tu d4 ghi vao cac S6 c^i. Nhat ky - 
Chung tu ducrc thong nhat lap theo ben Co cua cac tai khoan. 

- He thong so su dung trong hinh thuc k6 toan Nhat ky - Chung tu bao 
gdm: 

-i- So ke toan tong hgrp gom co: 10 Nhat ky - Chung tu (Tu so 1 den so 10; 
Mlu so S04a - DN); 10 Bang ke (Tu so 1 den 11; Mau so S04b - DN); cac So 
cai (ket cau ban cor; Mau so S05- DN) voi so luong phu thuoc vao so luong tai 
khoan tong hop su dung tai dcm vi. 

+ So k4 toan chi ti4t: So luong so k4 toan chi tiet trong hinh thuc ke toan 
Nhat ky - Chung tu phy thupc vao cac yeu to: so luong doi tuong ke toan chi 
tiet can theo doi cua don vj. 

- M6i quan h£ giura cac so k4 toan trong hinh thuc k4 toan Nhat ky - 
Chung tu: Can cu true tiep de ghi vao So cai la cac Nhat ky - Chung tu duoc 
lap tren co so cac chung tu goc, bang phan bo va bang ke. Can cu true tiep d£ 
ghi So ke toan chi tiet la cac chung tu goc, bang phan bo. Vi?c ki^m tra, d6i 
chilu s6 lieu cua cac tai khoan tong hop duoc thuc hien ngay tren cac Nhat ky 
- Chung tu nen khong can lap bang doi chi4u s6 phat sinh. Vi^c kiem tra, d6i 
chi4u so lieu giura ke toan t6ng hop va ke toan chi tiet duoc thuc hien bang 
each doi chieu giua cac So cai voi cac bang tong hop chi tiet tuong ung. 
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Don vj: 
Oja chi: 


Mdus6 S04a1-ON 

(Ban hdnh theo QD15/2006/QD-BTC 
ng£y 20/03/2006 cua BO trvcrng BTC) 

NHAT KY CHLfNG TIT S6 1 
Ghi Co Tai khoan 111 - Ti§n mat 


Thang nim 


s 

T 

T 

>» 

n 

cn 

Z 

Ghi Co TK 111, g 

hi Nc 

r cac TK 

CM 

co 

CM 

CD 

CM 

CO 

CD 

CO 


1 

lO 

CM 

m 

CO 

in 

in 

s 



Cpng 

C6TK 

111 

A 

B 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 























3 


















Da ghi So cai ngay thang ndm 


Ngu*oi ghi s6 

(Ky, hQ ten) 


Ngay... thang. . n§m... 

Ke toan trvpcrng Giam d6c 

(Ky, h<> ten) (Ky, hQ tin, dong dau) 
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Don vj: 
Dja chi: 


Miu s6 S04M-ON 

(Ban hinh Iheo Q015/2OO6/Q0-BTC 
ngay 20/03/2006 cua tn/cmg BTC) 

BANG KE SO 1 

Ghi Ng> Tai khoan 111- Ti^n mat 

Thdng nSm 

So du* dau thang:_ 


8 

■<* 

O) 

z 

Ghi NpTK 111, 

ghi C6 c*c TK 

$6 du> 
cu6i 

ngay 

CM 

c\i 

oo 

eg 

CO 

CO 

CO 

CO 

CO 

5 


CO 

s 

: 

C$ng ngr 
TK 111 

A 

B 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

















C$ng 















Ngircyi ghi s6 

(Ky, hQ ten) 


S6 di/ cu6i thang: 

Ngay... thang . nSm. 

Ke toan truing 

(Ky, hQ ten) 
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0<m vj:_ Mau s6 S05-DN 

Oja chi: _ . (Ban hinh theo Q015/2006/00-BTC 

ngay 20/03/2006 cua Bp tn/dng BTC) 

S6 CAI 

(Dung cho hinh thCrc ke toan Nhat ky - Chung Ur) 

Nam:_ 

Ten tai khoan:_ 

_ Dorn vj tint t;... 


S6 dtr dau nam 

Nqr 

Co 




Ghi Co cac 
TK, ddi Crng 
Her vai TK 
nay 

o> 

c 

*«0 

-C 

1- 

CM 

o> 

c 

-to 

SZ 

►— 

CO 

O) 

c 

-to 

-r= 

»- 

o> 

c 

-to 

JZ 

»— 

m 

O) 

c 

'to 

-e 

1- 

to 

o> 

c 

'to 

.c 

1- 

Thing 7 

CO 

o> 

c 

■tz 

t- 

o> 

CT> 

c 

'to 

JC 

1- 

Thang 10 

Thing 11 

CM 

CT> 

C 

-to 

JZ 

t— 

Cpng 

A 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 
















Cpng phat 
sinh No 














Tong phat 
sinh Co 














So dif 

cu6i 

thang 

Na 














Co 















- So nay co trang, danh so t \i trang s6 01 den trang 

- Ngay m<y so: 


Ngipcri ghi s6 

(Ky, ho ten) 


Ngay. thang . 

Ke toan trwng Giam d6c 

(Ky, hQ ten) (Ky, ho ten, dong dau) 
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- Trinh ty ghi sd ke toan theo hinh thuc k6 toan Nhat ky - Chung tir duyc 
minh hoa nhu sau: 



Ghi hang ng£y 


Ghi cu6i thang 

06 i chieu, ki&m tra so li£u 


Hinh thuc k§ toan Nhat ky - Chung tu co tinh khoa hoc cao, giam dugc 
khoi lugmg ghi ch6p, thuan lgi cho viec ddi chieu, kiem tra so lif u. Tuy nhien, 
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mail so kA toan cua hinh thirc kA toan nay kha phirc tap, doi hoi kA toan vien 
phai co trinh do chuyen mon vung vang. 

TOM LAI: 

So ke toan dung de ghi chep, thdng hoa cac thong tin ke toan theo noi 
dung va yeu cAu cua ke toan, no dugc thi4t ke theo mau quy dinh cu the. Co 
nhiAu loai sd ke toan khac nhau (theo cac each phan loai cu the). Mdi mot hinh 
thirc ke toan co h$ thong so ke toan sii dgng co the khac nhau, mdi quan he cua 
chung cung co nhirng diem khac nhau nhat djnh, tir do dan den trinh t\r ghi so 
co khac nhau. Khi t6 chuc h? thdng sd k4 toan a cac dom vj can phai tuan thii 
theo cac yeu cAu nhAt dinh. 

BAI TAP: 

Cau 4: Phan loai s6 kA toan theo each ghi so thi so ke toan bao g6m 
nhirng lo^i so nao? 

Cau 5: Cac cong viec chinh cua to chuc h? thong so ke toan ap dung tai 
dem vj bao gdm nhirng vi$c gi? 

Cau 6: He thdng sd sir dung trong hinh thirc ke toan Nhat ky chung bao 
gdm nhiing sd nao? 

m. QUY TRINH Mdr s6, GHI S6, KHOA S6 TOAN 

GICJI THIEU: 

Trong phAn nay, chung ta sg tim hieu quy trinh md sd, ghi sd, chura sd va 
khoa sd kA toan. Sau khi hoc xong phAn nay, cac anh/chj sd: 

- NAm vung quy trinh va nguyen tAc md sd, ghi sd, khoa sd kA toan. 

- BiAt dugc cac each chua sd ke toan trong cac trudng herp co sai sot. 

NOI DUNG: 

1. Md s6 kAtoan 

Md sd kA toan dugc thgc hien vao dAu nien dg ke toan. Doi vdi doanh 
nghiep mdi thanh lap, sd kA toan dugc md ngay tir ngay thanh lap doanh 
nghiep. Sd kA toan phai theo mlu co sin va co the dong thanh quyAn (giua hai 
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trang lien nhau ph&i dong dAu giap lai cua don vi) ho£c dA tor roi (sau khi dung 
xong phai dong quyen dA liru trQr). 

Dom vi phai d£ng ky sir dpng thdng nhat mpt he thdng so kA to£n trong 
mpt nien dp. 

2. Ghi so kA toan 

Viec ghi so kA toan phai dupe thpc hien thutimg xuyen, lien tpc, co hp 
thdng va phai can cu tren co so cac chung tu kA toan hpp 1£, hpp phap va hpp 
ly. Truong hop ke toan thu cong, mpe dung dA ghi sd kA toan phai la mpe t6t, 
khong phai. 

Nguoi ghi so khong dupe tuy tien tAy xoa, sura chua npi dung va so lipu ke 
toan. Viec ghi chep phai ro rang, khong ghi chdng de, khong bo each dong. 
Phan so khong c6 du lipu phai dupe gach cheo. Khi xay ra sai sot can dieu 
chinh, kA toan phai su dpng cac phuong phap chua so ke to£n thich hpp theo 
dung quy djnh cua phap lupt hipn hanh vA chua so ke toan. 

3. Chtpa si kA toan 

+ Tncbmg hap ke toan thu cong: 

Khi phat hipn sai s6t, kA toan lua chpn mpt trong cac phuong ph&p sau dA 
chtfa s6 kA toan va khong dupe tAy xo£ lam mAt npi dung da ghi sai: 

- Phuong phap cai chinh: Phuong ph&p nky dupe su dpng dA dinh chinh 
nhung sai sot bang c£ch gpeh mpt net nhAm xoa bo ch6 ghi sai (nhung van 
dam bao nhrni dien dupe npi dung sai). Sau do, dung muc thudng ghi lai npi 
dung dung len phia tren va phai co chu ky xac nhan cua ke toan trucmg hay 
phu trach kA to£n ben canh noi dung da sura chua. Phuong phap dii chinh dupe 
ap dpng khi co sai sot trong diln giai (hoac so lieu) va khong lien quan dAn 
quan he doi ung tai khoan, phat hien truoc khi cpng s6. 

- Phuong phap ghi bo sung: 

Phuong phap nay dupe su dung muc thuong dA b6 sung phan bj bo s6t 
(phat hi?n truoc hoac sau khi cpng so) hoac s6 tiAn bj thieu (ph£t hi$n sau khi 
cong s6) trong truorng hpp khong sai quan he doi ung tai khoan. ChGa s6 theo 
phuong phap ghi bd sung phai lap “chung tu ghi so b6 sung”. 
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- Phuong phap ghi so am (phuong phap ghi do): 

Phirorng phap nay dupe su dung d£ di6u chinh nhung sai sot bang each 
dung muc do (hoSc d£u ngoSc don hay khung chur nhat) ghi lai ph£n d§ ghi sai 
nhim huy bo noi dung sai. Sau do, trong truong hop can thiet, dung muc 
thutimg ghi lai noi dung dung de thay the. 

Phuomg phap ghi so am dupe ap dung cho c£c truong hpp: Ghi sai quan h£ 
ddi ung tai khoan (phat hien tru6c hoSc sau khi cpng so); ghi trung npi dung va 
s6 tien nhi6u lan (phat hi?n truoc hoSc sau khi cpng so); ghi thua so tien (phat 
hien sau khi cong s6). ChGra s6 ke toan theo phuomg phap ghi s6 am phai lap 
“chung tu dinh chinh” do k4 toan truong hay phy tr£ch k£ toan ky xac nhan. 

+ Truong hop ke toan may: 

- Neu phat hien sai sot truoc khi bao cao tai chinh n&m dupe nop cho co 
quan nha nuoc co tham quyen thi phai sua chua tryc tiep vao so ke toan cua 
n£m do tren may vi tinh; 

- Neu phat hien sai sot sau khi bao cao tai chinh n&m da dupe nop cho co 
quan nha nuoc co tham quy§n thi phai sua chua true tiep vao s6 ki toan cua 
nam da phat hien sai sot tren may vi tinh va ghi chu vao dong cu6i cua s6 ke 
toan n£m co sai sot; 

- Cac truong hpp sua chura sai sot khi ghi s6 k£ toan bang may vi tinh 
dupe thyc hif n theo cac phuong phap ghi bd sung va phuong phap ghi s6 am. 

4. Khoa so k6 toan 

Cu6i ky hach toan, k4 toan phai thyc hi£n khoa s6 k£ toan doi vdi cac tai 
khoan tong hpp va cac tai khoan chi tidt: ghi chuySn so li?u giua cac s6 ke toan 
co lien quan, cong so phat sinh trong ky va tinh s6 du cuoi ky phuc vu viec lap 
cac bao cao ke toan. Truong hpp co sua chua sai sot sau khi cpng s6, khi sua 
chua xong ke toan phai cong lai so phat sinh va tinh lai so du cuoi ky theo sy 
dieu chinh do. 

TOM LAI: 

Cac thao tac voi s6 k6 toan bao gom: mo so, ghi so, chua sd va khoa s6 k$ 
toan. Cac cong viec d6 deu phai tuin theo quy trinh vh nguyen tSc nhat djnh 
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ma khi to chuc cong vi$c lien quan dAn mo s6, ghi so, chua so va khoa so ke 
toan can nAm vCSmg. 

BAI TAP: 

Cdu 7: Neu nguyen tAc cua viec ghi so ke toan? 

Cdu 8: Neu ten cac phircmg phap chura so ke to£n? 

phAn k£t 

Chuc mimg cac anh/chj da hoan thanh chuong IV. Qua nghien cuu 
chuomg nay, anh/chi cAn nAm duyc cac kien thuc co ban vA t6 chuc xay dung 
he thong tai khoan kA to^n; to chuc he thong s6 ke toan va t6 chuc cong vi^c 
ma s6, ghi s6, chOra s6 va khoa s6 ke toan. C\i thA, vA t6 chuc h£ thong tai 
khoan ke toan gom: each mo tai khoan ke toan, xay dung he thong tai khoan 
ke toan va ngi dung thiet lap h? thong tai khoan kA toan su dyng a doanh 
nghiep, cac nguyen tAc va phuang phap hach toan chu yAu ap dung a cac 
doanh nghiep doi voi tung nhom tai khoan ke toan; vA to chuc s6 kA toan gom: 
phan loai c^c loai so ke toan, each to chuc he thong so ke toan theo cac hinh 
thuc kA toan. Sau khi hoc xong chuomg nay cac anh/chj co thA vam dyng cac 
kien thuc da hoc de thiAt lap dugre danh muc tai khoan ke toan su dyng va biAt 
lya chon cac phuang phap hych toan va chinh sach ke todn cr mQt loai hinh 
doanh nghiep cu thA; biAt lya chpn hinh thuc kA toan thich hap va to chuc duyc 
hg thAng s6 kA toan theo hinh thuc ke toan da chon trong cac diAu kien cy thA 
tai myt loyi hinh doanh nghiep cy the. 

Chuc cac anh/chj thanh cong! 

TAI LI$U THAM KHAO 

1. Giao trinh T6 chuc cong tac kA toan - Vien Dai hyc Ma Ha Noi - NXB 
Thong ke 2006 (chu bien: PGS.TS. Doan Xuan Tien). 

2. Ckc Giao trinh: Ly thuyAt hych toan ke toan, KA toan dai cuang, T6 
chuc cong tac kA toan c&c truing dai hoc (Hoc vien Tai chinh, Dai hyc 
KTQD Ha Nyi, Dai hyc Kinh tA TP. HCM). 
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3. He thong ke toan doanh nghiep - Bo Tai chi'nh - NXB Tai chinh nSm 
2006. 

4. Luat Kd toan s6 03/2003/QH11 da dirge Qu6c hoi nuac CHXHCN Viet 
Nam khoa XI, ky hgp thur 2 thong qua ngay 17 thang 6 nam 2003. 
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Churong V 

TO CHIjrC H| THONG BAO CAO KE TOAN 
VA CONG TAC KIEM TRA KE TOAN 


Xin chdo cdc anh/chj hgc vien! 

Rit han hanh dupe gap lai cic anh/chj a chucmg V nay. Day la chucmg se 
gidi thigu nhumg kign thuc co ban vg to chuc hg thong bio cio kg toan vi cong 
tic kigm tra ke toan. 

Chucmg V gom 3 noi dung: 

I. Doi tupng sir dung thong tin ke toan va yeu cau cua thong tin ke toin 
can sir dung. 

II. T6 chuc he thong bao cio ke toan trong dom vj. 

III. To chuc kigm tra cong tic ke toan. 

Muc lieu chung: 

Sau khi hpc xong chucmg nay, anh/chj sg nim dupe nhumg noi dung cor 
ban vg he thong bao cio ke toin, to chuc he thdng bao cio kg toin va t6 chuc 
kigm tra cong tac kg toin a mpt dem vj kg toan. 

Muc tieu cu the: 

Sau khi hoan thinh chucmg nay, cac anh/chj sg co thg: 

- Nim dupe cac d£c digm va ygu cau cua thong tin kg toan d6i vori tung 
chu thg quan ly. 

- Bigt dupe danh myc hg thdng bao cao kg toin cua dem vj. 

- NSm dupe quy trinh lap bao cao kg toin cua dem vj. 

- Higu dupe cong tic cong khai cic bio cio ke toin cua dom vj nhim cung 
cap thong tin cho cic doi tupng su dpng. 
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- Nam dirge quy trinh va noi dung kiem tra k£ toan ngi bg cua dan vi. 

Chuc cac anh/chi thanh cong trong bai hoc nay! 

I. 06l TUQrNG Sl> DUNG THONG TIN K£ TOAN VA YEU CAU 

CUA THONG TIN K£ TOAN CAN SIT DUNG 

GIOI THIEU: 

Thong tin ke toan la thong tin ve toan bg ho^t dong kinh te, tai chinh cua 
dan vj, mang tinh tong quat, he thong va tuang doi toan di£n ve tinh hinh tai 
san, nguon von, qua trinh va ket qua hoat dgng kinh doanh cua dan vj sau mQt 
thori ky nhat dinh. Thong tin ke toan dirge cung cap cho cac doi tugng su dung 
thong qua h£ thong bao cao ke toan. Co rat nhieu doi tugng su dung thong tin 
ke toan vai cac muc dich cu the co the khac nhau. Tuy nhien, cac thong tin k£ 
toan cung cap cho cac doi tugng su dung phai dap ung cac yeu cau can thiSt 
nhat djnh. Sau khi hgc xong phan nay, cac anh/chi can n4m dugc cac van de: 

- Dac diem cua thong tin ke toan. 

- Nhung doi tugng nao co nhu cau su dung thong tin ke toan cua dan vi. 

- Mqc dich su dung thong tin ke toan cua timg doi tugng. 

- Yeu diu thong tin k4 toan cua timg d6i tugng. 

NOl DUNG: 

1. Dac di£m cua thong tin k& toan 

Thong tin ke toan co nhung d^c diem rieng, khi to chuc cong tac ke toan, 
moi dan vj can nam ro nhung dSc diem ca ban de van dung mot each phii hap: 

- Thong tin ke toan la thong tin hi^n thuc, thong tin ve nhung hoat dong kinh 
ti tai chinh da dien ra, d& hoan thanh. Thong tin ke toan phan anh thuc te tinh hinh 
hoat dong cua dan vj... t lam ca sa cho viec ra quyet djnh kinh t4 cua cac chu the 
quan ly. Do vay, thong tin ke toan cb sg khac biet ve thai gian so vai cac loai 
thong tin khac nhu: thong tin du bao, dinh muc, ke hoach... cua dan vi, khac biet 
ve noi dung, pham vi so vai cac thong tin kinh te, xa hoi, van hoa... noi chung. 

- Thong tin ke toan co do tin cay cao , beri vi moi so lieu cua k4 toan deu 
phai dugc chung minh b4ng cac bang chung tin cay, khach quan do la cac 
chung tir kd toan hgp phap, hgp 1? co the kiem tra, doi chieu dugc. 
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- Thong tin ki toan la thong tin co gid tri phdp ly dugc su dung de xac 
djnh cac lgi ich kinh td cua cac doi tugng lien quan (Nha nuoc, chu dau tu, chu 
doanh nghiep...) va lam c&n cu phap ly cho viec phan djnh trach nhiem dan su, 
trach nhiem hinh sir cua cac the nhan va phap nhan co lien quan. 

Dieu 15 Lu£t Ke toan Vi^t Nam dS quy djnh ve gia trj phap ly cua thong 
tin ki toan nhu sau: 

“Dieu 15. Gid tri cua tai lieu, so lieu ki toan 

1. Tai lieu, so lieu ki toan co gid tri phdp ly ve tlnh hinh kinh te, tai 
chinh cua don v/ ke toan va dupe su dung di cong bo cong khai theo quy 
d(nh cua phdp luat. 

2. Tai lieu, so lieu ki toan la co so de xdy dung va xet duyet ki hoqch, 
du toan ,, quyet toan ,, xem xet, xu ly vi pham phdp luqt. ” 

Nhung d&c diem tren day doi hoi moi dem vj khi to chuc cong tac ke toan 
phai nam vung nhung quy djnh phap ly ve ke toan de van dyng mot each thich 
hgp nh&m cung cap thong tin ke toan ngay cang co chat lugng cao cho cac d6i 
tugng su dung. 

2. 06i tirgng si> dung thong tin k§ toan 

Doi tugng su dung thong tin ke toan la nhung chu the quan ly co lgi ich 
lien quan true tiep ho£c gian tiep vdi lgi ich cua don vj. Cac quyet djnh cua 
tung chu thi quan ly nay vi co ban dua vao thong tin ke toan cua don vj, vi 
vay, muc do anh huong den lgi ich cua ho tuy thuoc vao chat lugng cua thong 
tin ki toan do don vj cung cap va pham vi ap dung quyet djnh quan ly. Do do, 
mdi chu the quan ly deu doi hoi tinh trung thuc, khach quan, day du, kjp thoi 
va ch&t lugng cao cua thong tin ke toan. 

Trach nhiem quan ly, su dgng, cung cap thong tin, tai li£u ke toan cua moi 
don vj dugc quy djnh trong Dieu 16 Luat Ke toan Viet Nam: 

i( Diiu 16. LuaVKi toan Viet Nam 

1. Dem vi ki toan co trach nhiem quan ly, su dung, bao quan va luu 
tru tai lieu ki toan. 


159 


So hoa boi Trung tam Hoc lieu - DH TN 


http://www. Irc-tnu. edu. vn 


2. Bern vf ke toan co track nhi$m cung cap thong tin, tai lieu k£ loan 
Iqp thoi, day du t trung thyce, mink bgch cho td chuc, cd nkdn tkeo quy djnh 
cua phap lugt. " 

Cac doi tugmg ca ban sir dung thong tin ke toan g6m: 

- Chu so huru. 

- Cac nha quan ly doanh nghiep. 

- Cac ca quan quan ly chuc nang cua Nha nuac. 

• Cac doi Urcmg khac. 

Moi doi tuemg su dung thong tin ke toan theo tung muc dich cu the 
khac nhau: 

+ Chu sa huv: 

Khi dAu tu von vao kinh doanh cac chu so him deu co mong muon khong 
ngung gia ting quy mo va kha ning sinh lai cua v6n kinh doanh cung nhu gia 
tri cua DN. Thong tin k4 toan giup cac chu so huru danh gia dugc ca hpi kinh 
doanh, kha ning sinh lai, quy mo tai san, tri gia doanh nghiep... de ho ti4p tuc 
tai dau tu hoac thu hep quy mo kinh doanh, thay doi ca cau nguon v6n..., nhSm 
bao dam Igi l'ch cho chinh ho. 

+ Cac nha quan ly doanh nghiep 

Cac nha quan ly doanh nghiep nhu: Hoi dong quan tri. Ban giam doc va 
cac bo phan quan ly khac trong don vi can su dung thong tin k4 toan de co the 
phan tich, danh gia dugc tinh hinh ket qua, hieu qua kinh doanh, thuc trang tai 
chinh, hieu luc dieu hanh hoat dong kinh te tai chinh, kiem tra dugc cac bien 
phap quan ly dang ap dung. Tren ca sa do, cac nha quan tri doanh nghiep phat 
hien dugc nhQmg diem manh, diem yeu, nguyen nhan cua tinh hinh de dua ra 
cac giai phap, cac quyet djnh quan ly ngin han, dai han kjp thoi, phu hgp vai 
su phat tnen cua doanh nghiep. 

+ Cac ca quan quan ly chuc nang cua Nha nude: 

Thong tin ke toan cung cap cho cac ca quan quan ly chuc nang cua Nha 
nuac la ca sa de kiem tra, giam sat, danh gii hoat dong san xuat kmh doaitf 
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cua doanh nghi$p, tinh hinh thuc hi§n chinh sach, chi dp vi quan ly kinh te - 
tai chinh, viec chip hanh cac quy djnh cua phap luat... Cu the: 

- Ccr quan chu quan, ting cong ty, tap doan, cong ty me... can su dung 
thong tin ki toan cua cac dom vj true thuoc de chi dao va kiem tra hoat dong 
kinh te, tai chinh d tung dom vj, tong hop so lieu vi cac chi tieu kinh te, tai 
chinh trong pham vi tong thi quan ly, theo nganh. 

- Co quan thue: su dung thong tin ke toan de kiem tra tinh hinh thuc hipn 
va chap hanh cac luat thue cua doanh nghiep, xac dinh chinh xac so thue phai 
nop, s6 thue d5 nop, sd thui dupe khau tru, dupe mien giam... cung nhu quyet 
toan thue cua doanh nghiep. 

- Co quan tai chinh: Su dung thong tin k6 toan de kiem tra, danh gia tinh 
hinh su dpng von cua doanh nghiep co hieu qua hay khong? X4c djnh muc thu 
tren von (n4u co) hay ke hoach bo sung von cho doanh nghiep (d6i voi cac 
doanh nghiep Nha nude)... ki6m tra viec chip hanh cac chinh sach quan ly 
kinh t£, tai chinh do Nha nude ban hanh, quan ly von cua doanh nghiep... 

- Co quan quan ly dang ky kinh doanh (Sd Ke hoach, Bo Ke hoach va 
Dau tu): Cac ca quan quan ly dang ky kinh doanh kiem tra ve tinh hinh thuc 
hipn giay phep kinh doanh cua doanh nghiep: co thuc hien dung nganh nghi 
kinh doanh, mat hang kinh doanh, chi do quan ly va su dung lao dpng cung 
nhu cac chinh sach kinh te, tai chinh cua Nha nude Viet Nam quy djnh hay 
khong... de tu do ca quan ke hoach diu tu co the giu nguyen giiy phep hay 
bo sung nganh nghe, mat hang... hoac thu hoi giay phep kinh doanh niu 
doanh nghipp vi pham nghiem trpng cac quy djnh vi to chuc kinh doanh, 
cac chinh sach kinh ti - tai chinh hipn hanh. 

- Doi vdi ca quan thong ke: Cac thong tin ki toan cua doanh nghiep giup 
cho ca quan thing ke ting hop si lieu theo c&c chi tieu kinh te, tai chinh trong 
pham vi nganh, dja phuong va toan quoc... tu do, tong hap so lieu bao cao muc 
tang trudng kinh ti cua Quic gia, xac djnh GDP... de cung cap thong tin cho 
Chinh phu co ca sd din thiit di ra nhumg quyit sach chinh xac, kjp thdi trong 
viec diiu tra va quan ly kinh ti vi mo, vi mo. 

+ Cac doi tuemg khde: Cac doi tuong khac ngoai don vj co quan he lpi ich 
kinh ti vdi dan vj nhu cac nha diu tu tiem n^ng, cac cong ty tai chinh, ngan 
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hang, cac nha phan phoi va ckc d6i tac kinh doanh khac cung can nam thong 
tin ke toan ciia dcm vj d$ c6 nhung quydt dinh ve tham gia dhu tu, gop vdn, cho 
vay hoac thu h6i von, cong no, hpp tac kinh doanh .... Cac chinh sach ve lai 
suat ap dung cho doanh nghiep nhu the nao... Ngoai ra, cac thong tin ke toan 
cong khai, minh bach duac tinh hinh tai chinh cua DN vira gop phan cung c6 
niem tin va sure manh cho cong nhan vien cua doanh nghiep de ho nhiet tinh 
hang say trong lao dpng, tham gia dau tu trai phieu, co phieu cua cong ty phat 

hanh. ..vira la mot phuomg tien quang cao huru dung ve n^ng lire tai chinh cua 
don vj veri cac ben co lien quan. 

Do muc dich su dung thong tin khac nhau nen yeu c^u ve thong tin ki 
toan can cung cap cho moi doi tuong cung khac nhau. Vi v£y, ke toan doanh 
nghiep can phai to churc cung cap thong tin ke toan dap ung yeu cau cua timg 
d6i tuomg sir dung. 

3. Yeu clu cua thong tin k4 toan cua timg ddi tuong si> dung 

Can cu vao muc dich su dung thong tin ke toan cua tung d6i tu(?ng quan 
tarn, k4 toan doanh nghiep co the tom tat yeu^cau v4 thong tin k4 toan theo 
timg nhom doi tuemg nhu sau: 

+ Cac chu so hind: Can su dung thong tin ke toan tren cac bao cao tai 
chinh mot each trung thuc, minh bach, kip thbri... nham danh gia kha nang bao 
toan, hoan von, sinh lai cua v6n dau tu. 

+ Cac nha quan ly doanh nghiep: Can su dung thong tin k4 toan cua toan 
bo he thong ke toan, chu yeu la bao cao nQi bp mot each linh boat, nhanh, 
nhay... nham phuc v\i cho cong tac quan tri doanh nghiep. 

+ Cac co quan quan ly chuc nang cua Nha nude: Can sir dung cac thong tin 
ke toan trong bao cao tai chinh duac trinh bay theo thong le ph6 bien va quy dinh 
chung nhat nham kiem tra, danh gia tinh hinh tuan thu cac quy dinh v4 quan ly tai 
chinh cua dom vj theo cac van ban phap quy hien hanh cua Nha nuoc. 

+ Cac doi tuong khac: Can su dung cac thong tin ke toan trong bao cao tai 
chinh duac trinh bay mot each cong khai, minh bach, khach quan tinh hinh tai 
chinh cua doanh nghiep, giup ho co ca sd can thiet de ra quy4t dinh nham gia 
tang lai ich cua chinh ho. 
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TOM LAI: 

Npi dung chinh trong muc I bao gom: 

+ Dae diem cua thong tin ke toan: 

- La thong tin hien thirc, thong tin ve nhung boat dong kinh te tai chinh da 
dien ra, da hoan thanh. 

- Thong tin ke toan co do tin cay cao. 

- Thong tin ke toan la thong tin co gia tri phap ly . 

+ Doi tuomg sir dung thong tin ke toan gom: 

- Chu so hCSru. 

- Cac nha quan ly doanh nghiep. 

- Cac co quan quan ly chuc ning cua Nha nude. 

- Cac doi tuemg khac. 

+ Do muc dich sir dung thong tin khac nhau nen yeu cau ve thong tin ke 
toan can cung cap cho mdi doi turyng cung khac nhau. 

BAI TAP: 

Cau 1: Thong tin ke to&n co nhOmg d^c diem gi? 

Cau 2: Neu cac doi tuomg su dung thong tin k4 toan? 

H. T6 CHLfC HE TH6NG BAO CAO K£ TOAN TRONG DON V| 

Gl6l THI$U: 

Bao cao k4 toan la phuomg tien cung cap thong tin ke toan chu yeu cua 
dem vj k4 toan cho cac doi tuomg su dung. Bao cao ke toan dupe lap tren co so 
tdng hpp so lieu tu c^c so ke toan. He thong bao cao ke toan co nhitiu loai bao 
cao khac nhau va chung duoc lap theo mot quy trinh nhat djnh. Sau khi hpc 
xong ph^n nay, cac anh/chj can nam duoc cac van de: 

- Danh muc va co sd xay dung danh muc hp thong bao cao k§ toan cua don 
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- Quy trinh lap bao cao ke toan cua don vj. 

- Xac dinh che do trach nhiem cua ke toan va cac ben co lien quan cua 
dom vj ke toan trong viec lap, cong khai bao cao ke toan. 

N0I DUNG: 

1. Phan loai he thdng bao cao kd toan cua dan vj 

Moi dom vj ke toan can can cu vao yeu cau quan ly, trinh do ke toan cua don 
vj de lira chon tieu thuc phan loai hp thong bao c&o ke toan mot each thich hop. 
Thong thudng, moi dom vj ke toan co the lira chpn mpt trong cac tieu thuc sau: 

a) Can cir vao tinh chat phdp ly cua bao cao ke toan 

Theo tieu thuc nay, hp thong bao cao ke toan cua moi dom vj bao gdm 2 
loai: bao cao ke toan bat buoc va bao cao hi toan khong bat bupc 

Bao cao ke toan bat buoc: la nhung Bao cao ke toan ma moi dom vj ddu 
phai lap vao nhung thdi diem nhat djnh, tren mau bieu thong nhat theo quy 
djnh cua nha nude nham cong khai thong tin tai chinh cua don vj vdi cac ben 
co lien quan. Theo che dp ke toan hien hanh thi Nha nude b4t bupc cac don vj 
phai lap Bao cao tai chinh. 

Dieu 29, khoan 1, Luat K6 toan Viet Nam quy djnh: "Bao cao tai chinh 
duqc lap theo chuan mire ke toan va che do ke toan dung de tong hap va thuyet 
tninh ve tinh hinh kinh te, tai chinh cua dom vi ke loan. ” 

Muc dich chung cua Bao cao tai chinh la cung cap thong tin v6 tinh hinh 
tai chinh, ket qua kinh doanh va sp luu chuyen tien tp cua dom vj, tao di^u kien 
cho ngudi su dung bao cao tai chinh co co sd thong tin can thi$t cho cac quy£t 
dinh quan ly. 

Bao cao tai chinh phai dupe lap theo nhGmg nguyen tAc, chuin mpe k4 toan 
dupe thua nhan chung, dua tren hp thong mau bieu quy djnh bit bupc va thdng 
nhat, dap ung yeu cau cua cac chu the quan ly chu yeu d ben ngoai dom vj. 

Bao cao ke toan khong bat buoc : la bao cao ke toan dupe lap tuy theo yeu 
ciu, muc tieu quan trj cu the va kha nang to chuc ke toan quan trj cua moi dern 
vj, con gpi la bao cao kd toan quan trj. Cac bao cao ke toan nay co tinh lmh 
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hoat ve thdi gian bao cao, mau bidu bao cao va trach nhiem lap bao cao, nham 
cong khai thong tin cho tung cap quan tri cua dom vj. 

Neu nha quan trj dom vj dat ra cac yeu cau ve thong tin ke toan quan tri 
cao, trinh dp to chuc k£ toan quan trj cua dom vj t6t thi he thdng bao cao ke 
toan quan tri se dupe cac ke toan quan tri lap va ngay cang hoan thien thong 
tin theo nhu cau quan ly hoac ngupc lai. 

b) Can cu vao ky lap bao cao ke toan 

Theo tieu thurc nay, bao cao ke toan cua dom vj dupe chia thanh hai loai la 
bao cao ke toan dinh ky va bao cao ke toan thuong xuyen. 

Bao cao ke toan dinh ky: la bao cao ke toan dupe lap dinh ky theo tung 
khoang thai gian nhdt djnh, co th£ la chu ky kinh doanh hoSc nien do, giua 
nien do ke toan nham phyc vu cho viec danh gia tong hop tinh hinh va ket qua 
hoat dpng kinh doanh cua dom vi sau moi thcri ky nhat dinh. 

Bao cao ke toan thuong xuyen: con goi la bao cao nhanh, dupe lap theo 
yeu cau quan ly tuc thai nhkm cung dip thong tin nhanh, thong tin thuong 
xuyen ve hoat dpng kinh te, t&i chinh a cac dom vj. Npi dung cac bao cao ke 
toan thuong xuyen phu thuoc vao yeu diu quan ly cu the trong npi bp dom vi. 

2. Xay dung danh mpe he thdng bao cao k§ toan 

Can cu vao yeu cau quan ly va trinh do cua lao dong ke toan, moi dom vj 
se lira chon tieu thuc phan loai bao cao ke toan mot each thich hpp. Tren co so 
phan loai bao cao k4 toan, dom vi c^n xay dung danh muc he th6ng bao cao ke 
toan dap ung yeu c4u thong tin cua cac chu the quan ly. 

Che do ke toan hipn hanh quy dinh ke toan dom vj bao g6m k4 toan tai 
chinh va k6 toan quan trj, vi vay, he thong bao cao ke toan cua moi don vj 
thuong lpa chon cung bao gom he thong bao cao tai chinh va he thdng bao cao 
kd toan quan trj. 

a) He thdng Bao cao tai chinh 

He thong Bao cao tai chinh la he thong bao cao ke toan bat buoc, phan anh 
mpt each khoa hoc cac chi tieu kinh te tai chinh d§c trung cua don vj tren co so 
tdng hpp so lieu tu cac so k4 toan tong hpp, cac s6 ke toan chi tidt va nhung 
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thuyet minh din thiet bang v£n ban nham cong khai tinh hinh tai chinh cua don 
vj. Bao cao tai chinh la phurcmg phap quan trong dS chuycn tai thong tin cong 
khai ve san nghiep, ket qua hoat dong, dong liru chuycn tien... cua dcm vi, phuc 
vy cho cac doi tucmg ben trong va ben ngoai dom vi. Dieu nay khac biet vcri 
cac bao cao ke toan quan tri chi cung cap thong tin ke toan phuc vy cho yeu 
cau quan ly noi bo dom vj. 

Tac dung cua bao cao tai chinh: 

- Cung cap thong tin \h tinh hinh tai chinh cua dom vj: 

Tinh hinh tai chinh cua m6i dom vj dirge phan anh thong qua cac chi tieu 
trong bao cao tai chinh ve quy mo tai san, co cau nguon von, moi quan he cua 
tai san vdu cac nguon tai trg, hieu qua hoat dong, moi quan he kinh te von cac 
ben co lien quan... Thong tin ve tinh hinh tai chinh co tac dung Ion de du doan 
nhu cau di vay, phuemg thirc phan phoi lgi nhuan, kha n^ng huy dong cac 
nguon lyc tai chinh cua dom vi cho nhung hoat dong or ky tiep theo. 

- Cung cap thong tin ve xu hirong hoat dong tai chinh cua dom vi: 

Trong he thong bao cao tai chinh, cac chi tieu dirge lap dirai dang so sanh 
cho phep nguon sir dung thong tin danh gia dugc tinh hinh bi4n dong tai chinh 
cua dom vj qua mot thoi ky (ky nay so vdri ky trude, cuoi nam so von dau 
nam...) vi vay, cac thong tin tren bao tai chinh rat huu ich trong viec danh gia 
xu hudmg hoat dong cua dom vj trong ky bao cao cung nhu qua cac thdi ky. 

Nhung nguyen tac co ban lap bao cao tai chinh 

De dam bao tinh thong nhat trong quan ly va phii hgp voi cac thong 1? 
chung, khi lap he thong bao cao tai chinh can phai tuan thu nhumg nguyen tiic 
co ban sau: 

- Trinh bay trung thirc 

Cac bao cao tai chinh phai trinh bay mot each trung thuc ve tinh hinh tai 
chinh, k6t qua hoat dong va tinh hinh luu chuyen tien te cua dom vi. 

- Hoat dong lien tuc 

Cac bao cao tai chinh phai dugc lap tren co so gia dinh dom vi dang hoat 
dong lien tuc, tru khi dom vi du dinh hay co ly do de co the tin tudng rang don 
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vi co thd bj giai Xhk ho£c giam phan Ion quy mo hoat dong cua minh. Trong 
qua trinh danh gia, ndu dom vj nhan My nhumg su kien hay hoan canh co the 
c6 anh hubmg den kha n£ng hoat dong lien tuc cua dom vi nhirng vi?c ap dyng 
nguyen tac hoat dong lien tyc van con phu hgp, thi can phai diln giai cac sir 
ki?n va hoan canh do. 

- Nguyen tac don tick 

Trir cac thong tin co lien quan den liru chuyen tidn, con lai mpi trudmg hgp 
dom vi phai lap bao cao tai chinh tren co so nguyen tSc don tich. 

Theo nguyen tac don tich, cac khoan ny, von chu so hOru, cac khoan thu 
nhap vh chi phi dirge ghi so khi phat sinh (chur khong phai nhu nhQmg khoan 
ti£n va tuomg duomg tien mat khi nh^n hay tra) va dugc bao cao trong bao cao 
tai chinh trong nien do k4 toan ma chung co lien quan. 

- Lira chon va dp dung chinh sach he loan 

Cac chinh sach k£ toan dugc hi£u la nhumg nguyen tac, co so, dieu uoc, 
quy djnh va thong le dugc dom vi ap dyng trong qua trinh l|ip va trinh bky cac 
bao cao tai chinh. 

- Tinh trong yeu 

Theo nguyen tac nay, thong tin trgng y4u rieng le khong dugc sap nh£p 
vdri nhung thong tin khac, ma phai trinh bay rieng biet. Thong tin trong yeu la 
thong tin n4u khong dugc trinh bay thi co ihk co anh huong tori vi?c ra quyet 
djnh kinh t4 cua cac d6i tugng su dyng thong tin dua tren cac bao cao tai 
chinh. Tinh trong yeu phu thuoc vao do 1dm cua khoan muc dugc xem xet 
trong nhumg trudmg hgp rieng bi?t khi thong tin do bj bo qua khong trinh bay. 

- Nguyen tac bu trir 

Theo nguyen tac nay, khi l$p bao cao tai chinh thi tai san va die khoan 
cong ng; cac khoan muc thu nhyp va chi phi khong dugc bu trir nhau. Trong 
trudmg hgp ndu tai san va cong ng; thu nhap va chi phi dugc bu trir nhau thi 
dua tren co sbr tinh trgng yeu, dom vj phai xem xdt ddn su can thiet dien giai 
phan gia tri gpp tai thuydt minh bao cao tai chinh. 
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- Tinh nhat quan 

Theo nguyen tic nay thi viec trinh bay va phan loai cac chi tieu tren bao 
cao tai chinh dam bao sy nhit quan tir nien do ki toan nay sang nien do ki toan 
khac. 

Danh muc he thong bao cao tai chinh: 

Luat Ke toan Viet Nam (Dieu 29) quy dinh \h danh muc he thong bao cao 
tai chinh bat bugc vai cac don vj ki toan, cu the: 

* Bao cao tai chinh cua dom vj ki toan thuQC boat dqng thu, chi ngan sack 
nha nude, ca quan hanh chinh, dom vj su nghiqp, to chicc co sir dung kinh phi 
ngan sach nha nude va dom vi su nghiep, to chuc khong sir dung kinh phi ngan 
sach nha nude gom: 

1. Bang can d6i tai khoan 

2. Bao cao thu, chi 

3. Ban thuyet minh bao cao tai chinh 

4. Cac bao cao khac theo quy djnh cua phap luat. 

* Bao cao tai chinh cua dom vi ke toan thuoc boat dong kinh doanh gom: 

1. Bang can doi ke toan 

2. Bao cao ket qua hoat dong kinh doanh 

3. Bao cao luu chuyen tien te 

4. Ban thuyit minh bao cao tai chinh. 

Bao cao tai chinh dirge lap hang n^m (tron 12 thang). 

Doi vdri cac doanh nghiep, he thong bao cao tai chinh nam bao g6m 4 bao 

cao: 


- Bang can doi ke toan 

Miu B01-DN 

- Bao cao ket qua hoat dQng kinh doanh 

Miu B02-DN 

- Bao cao luu chuyln tien t$ 

Miu B03-DN 

- Bang thuyet minh bao c£o tai chinh 

Miu B09-DN 
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Cac doanh nghiep niem y$t tren thi truong chung khoan phai lap bao cao 
tai chinh giua nien do dpng day du, cac loai hinh Doanh nghiep khac khuyen 
khi'ch lap bao cao tai chinh giira nien dp dang day du ho&c dpng tom luge. Doi 
vdi cac Tong cong ty Nha nude, cac DNNN co dom v| k£ toan true thupc phai 
lap bao cao tai chinh tdng hop ho&c bao cao tai chinh hop nh&t giOra nien do. 
Cong ty me va tap doan phai lpp bao cao tai chinh gifta nien dp va bao cao tai 
chinh hpp nhdt vao cudi ky ke toan nSm theo quy dinh. 


Bao cao tai chinh gitfa nien dp dang day du gom: 


- Bang can ddi k£ toan (Dpng 6h y du) 

Miu BOIa-DN 

- Bao cao ket qua hopt dpng kinh doanh (Dang day du) 

Mau B02a-DN 

- Bao cao luu chuyen tien tp (Dang day du) 

Miu B03a-DN 

- Bang thuy£t minh bao cao tai chinh chon loc 

Miu B09a-DN 


Bao cao tai chinh giOra nien do dang tom lupc g6m: 


• Bang cSn doi k§ toan (Dpng tom luge) 

Mlu BOIb-DN 

- Bao cao ket qua hoat dpng kinh doanh (Dpng tom luge) 

Miu B02b-DN 

- Bao cao luu chuyen tien tp (Dpng tom luge) 

Miu B03b-DN 

- Bang thuydt minh bao cao t£i chinh chpn Ipc 

Miu B09b-DN 


Bao cao tai chinh hprp nhdt do Cong ty me hoSc tap doan kinh t4 lap nh&m 
t6ng hop va trinh bay mot each tong quat, toan dipn tinh hinh tai san, no phai 
tra, ngudn v6n chu so huru tai thdi diem lap bao cao, tinh hinh va k4t qua hoat 
dpng kinh doanh trong ky bao cao cua don vj. 


He thong bao cao tai chinh hpp nhat gom: 


Bang can doi ke toan hgp nhat 

Miu B01-DN/HN 

Bao cao ket qua hopt dpng kinh doanh hgp nh4t 

Miu B02-DN/HN 

Bao cao luu chuyen tien tp hgp nh£t 

Miu B03-DN/HN 

Bang thuylt minh bao cao tai chinh hgp nhat 

Miu B09-DN/HN 
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Cac dom vj ki toan dip tren c6 dom vj ki toan true thuoc hoSc Tong cong 
ty Nha nude thanh lap va hoat dong theo mo hinh khong co cong ty con phai 
lap bao cao tai chi'nh tong hgp. Bao cao tai chi'nh tong hop trinh bay mot each 
tong quat va toan dien tinh hinh tai san, nor phai tra, nguon v6n chu so huu tai 
thori diem lap bao cao, tinh hinh va kit qua kinh doanh trong ky bao cao cua 
toan dom vj. H? thing bao cao t&i chinh tong hop cung bao gom 4 bao cao: 
B01; B02; B03; B09- DN. Mlu bieu cu the cua tung lo^i bao cao tai chinh bit 
buoc dugre trinh bay trong chuan muc, che do k4 toan hign hanh. 

b) He thong bao cao ke toan qudn trj 

Bao cao k4 toan quan tri la loai bao cao ke toan khong bit buoc, khuyen 
khich cac don vi lap nhim nang cao hifu lvrc quan ly cua dom vi. Bao cao ke 
toan quan tri bao gom ca bao cao djnh ky va bao cao thuomg xuyen (bao cao 
nhanh, theo djnh ky ngin). 

S6 luomg bao cao ke toan quan trj phai lap nhieu hay it tuy thupc vao yeu 
cau quan trj noi bo, kha n^ng cung cap thong tin cua ke toan quan tri. Do tinh 
linh hoat, yeu cau nhanh, nhay, chi tiet cua cac thong tin quan tri nen mau bieu 
bao cao kl toan quan trj rat da d^ng, co the dom cu mpt so nhung loai bao cao 
quan tri thong thuomg cua c£c DN nhim cung cap thong tin ke toan phuc vu 
cho quan trj noi bo cua moi dom vj theo mot so tieu thuc chu yeu sau: 

* Bao cao ke toan qudn trj phuc vu yeu cau qudn ly tai san cua doanh 
nghi?p: 

Cac bao cao quan tri phan anh so hien co va tinh hinh bien dpng cua tung 
loai tai san, ngu6n von hinh thanh tai san nhim cung cap thong tin giup nhung 
ngucri quan ly a doanh nghiep nim chic va quan ly chat che dugc tai san, kiem 
tra, giam sat dugc tinh hinh su dung von, nguon von kinh doanh 6 doanh 
nghigp. Kit cau cua bao cao ke toan loai nay dugc xay dung theo quan he can 
d6i cua timg loai vdn, tumg loai ngudn v6n trong ky. Quan he can ddi nay dugc 
biiu thi bing phuomg trinh sau: 

Ton diu ky + Tang trong ky = Giam trong ky + T6n cuoi ky 

Ching h?m, cac bao cao ke toan quan tri ve: tang, giam tai san c6 djnh; 
Bao cao nhap xuat, t6n vat tu, hang hoa, thanh pham; bao cao tinh hinh cong 

170 


So hoa bai Trung tam Hoc lieu - DH TN 


http://www. Irc-tnu. edu. vn 


ng; bao cao t&ng, giam tung loai v6n chu so huru... Vi du ve mau bieu cua 1 so 
loai bao cao nay nhu sau: 

Dorn v|:___ Bi^u 5.1 

bAo cAo hAng t6n kho 

Tai khoan 
Quy. nam 


Thatir 

Ten hang 

Tdn kho d£u ky 

Nhap trong ky 

Xu&t trong ky 

Tdn cudi ky 

1 

Nhom A 





2 

Nh6m B 





3 

NhomC 





4 







Cpng 






Dan vj:.... Bi4u 5.2 

BAO CAO TiNH HiNH CONG NO PHAl THU 
Quy.nSm. 


Thi> 

tv 

Chi tieu 

Sd 

diu ky 

Sd tang 
trong ky 

Sd giam 
trong ky 

Sd cudi 
ky 

Thai han 

Con hgn 

Qua han 

1 

Ng phai thu 
cua khach hang 







2 

Ng phai thu ngi bg 







3 

Ng phai thu khac 







4 









Cong 
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* Bao cao ki toan quan tri phuc vu yeu cdu phan cap quart ly kinh te, tai 
chinh noi bo 

Cac doanh nghiep lorn co the tien hanh phan cap quan ly kinh te, tai chinh 
cho cac dom vj tr\rc thupc. Tuy thuoc vao muc do phan cap de xac djnh cac chi 
tieu can he thong hoa va cung cap thong tin. 

Thuoc loai bao cao nay, bao gom cac bao cao ve cac chi tieu d§ phan cap 
nhir: Bao cao doanh thu ban hang, bao cao ve chi phi san xuat true tiep, bao 
cao v£ k4t qua kinh doanh... theo timg dem vi true thuoc. 

Dua vao noi dung cua chi tieu phan cap de xay dimg mau bao cao (djnh 
ky ho^c thudmg xuyen) do doanh nghipp dS quy dinh. 

Co the minh ho$ mQt vai mau bieu bao cao ke toan nhu sau: 


Dom vj:_ B»4u 5.3 

BAO CAO DOANH THU BAN HANG VA THU TltN BAN HANG 
Tip ngay .... d§n ngay. 


TT 

Ten ci>a hang, 
dai ly... 

Doanh thu 
ban hang 

Tiin 

ban hang nop 

Chenh lech 

Hang kinh 
doanh 

Hang 

d?ily 

Ti4n 

mat 

Sec 

Ti4n ban 
hang thira 

Tien ban 
hang th£u 

1 

Cua hang A 







2 

Cua hang B 







3 

Cua hang C 
























































C§ng 
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Dan vj: 


Bieu 5.4 


BAO CAO K£T QUA KINH OOANH 
Quy.nam. 


Chi tieu 

Dan vj A 

Dan vj B 

Dan vj C 

Dan vi D 

1. Doanh thu theo hoa dan 





2. Cac khoan giam tn> 

- Chiet khau 

• Giam gia 

- Hang b£n bj tra lai 

-Thue... 





3. Doanh thu thuan 





4. Gia von hang ban 





5. Lai nhu|n g$p 





6. Chi phi ban hang 





7. Chi phi quan ly DN 





8. Lori nhuan ke toan 





9. Chi phi thue thu nhap 





10. Lqr\ nhuan sau thue 






Mau tren chi cung c&p thong tin ke toan thue hien. N6u co chi tieu kk 
hoach thi cac cpt ghi so li?u trong mau tren co the chia thanh 2 cqt d£ ghi ca so 
ke hoach va so thue hien. 


* Bao cao ke toan quan tri phuc vu yeu cau qucm trj kinh doanh: 

Bao cao k£ toan quan tri phuc vu yeu cau quan tri kinh doanh dupe l£p 
tren ca so he thdng hoa thong tin k4 toan quan tri. Trpng tarn cua cong tac 
quan tri doanh nghiep la quan trj chi phi san xu4t kinh doanh; quan ly gia 
thanh cua tung loai san phdm; xac djnh thu nhap, chi phi va ket qua kinh doanh 
cua tung loai hang, nhom hang ho$c tung m$t hang qua moi thori ky nhdt dinh, 
nhu: bao cao chi phi, bao cao gia thanh, bao cao ket qua kinh doanh.... theo 
mot so mau bieu sau: 
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Eton vj: _ 


Bleu 5.5 


BAO CAO CHI PHI BAN HANG 
Quy.Nam. 


Khoan muc chi phi 

K§ hopch 

ThijPC hipn 

Chenh lech 

1. Chi phi bao quandu’tru’ 




1. Tien lirong nhan vien bao quan 




2 Khoan trich bao hi£m theo lu-ong 




3. Chi phi bao goi, bao bi 




4. Chi phi chpn Ipc dong g6i 




5. Chi phi khlu hao nha kho 




6. Chi phi thu§ kho 




















II. Chi phi ban hang thudn tuy 




1. Ti4n luang nhan vien ban hang 




2. Khoan trich theo li/ong 




3. Chi phi vat lipu bao g6i hang b£n 




4. Chi phi cong cy, dung cy 




5. Chi phi khau hao ci>a hang 




6. Ti4n thue ci>a hang 




7. Chi phi dich vy mua ngoai 
















Cpng: 





174 


So hoa bai Trung tam Hoc lieu - DH TN 


http://www. Irc-tnu. edu. vn 



































Bieu 5.6 


BAO CAO GIA THANH SAN XUAT 
Quy.nam. 


Khoan muc gia thanh 

Tong giS thanh 

Gia thanh dan vj 

K§ hoach 

Thu»c hien 

KS hoach 

Thg*c hi#n 

1. VSt li£u chinh 





2. Vat li$u phg 





3. Tien loang cong nhan 





4. Khoan trich bao hiem 





5. Chi phi khau hao 





6. Chi phi c6ng eg dgng eg 





7. Djch vg mua ngoai 










C$ng: 






Dan vj:__ Bi£u 5.7 

bAo cAo k£t QUA TIEU THy 
Quy.nam. 


Chi tieu 

San pham A 

San phim... 

Cpng 

KH 

TH 

KH 

TH 

KH 

TH 

1. Doanh thu 







2. Cac khoan giam tn> 

- ChiSt khlu 
-Giam gia... 







A. Doanh thu thuSn 







1. Trj gia von hang xult ban 







2. Chi phi ban hang 







3. Chi phi quan ly 







4. Chi phi thue thu nh|p doanh nghifp 







B. Chi phi 







C. Lai nhuan ban hang 
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D<rn vj: 


Bi4u 5.8 


BAO CAO K£T QUA KINH DOANH DANG LAI TREN Bl£N PHI 
(DUNG CHO TOAN DN) 

Quy_Nam_ 


Chi tieu 

Ma s6 

S6 ti4n 

Ghi chu 

I.Doanh thu 

01 



2. Bi§n phi (= 03 ♦ 07 + 08) 

02 



- Bien phi san xuit (= 04 + 05 + 06) 

03 



+ Chi phi vat lieu tn/c tiep 

04 



+ Chi phi nhan cong tn/c tiSp 

05 



+ Bien phi san xuit chung 

06 



- Bien phi ban hang 

07 



• Bi§n phi quan ly doanh nghiep 

08 



3. Lai tren bidn phi (= 01 - 02) 

09 



4. Ojnh phi (= 11 ♦ 12 ♦ 13) 

10 



* Dmh phi san xult chung 

11 



- Dmh phi ban h£ng 

12 



- Bjnh phi qu^n ly doanh nghiep 

13 



5. Lai thuin (= 9 • 10) 

14 
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Dom vj: 


Bieu 5.9 


BAO CAO KET QUA KINH DOANH DANG LAI TREN BlEN PHI 
(DUNG CHO BO PHAN) 

Quy _ Nam__ 


Chi tieu 

Toan 

doanh 

nghiep 

Bo phan kinh doanh 
(Loai, nhom san ph&m)... 

A 

B 

C 

... 

1. Doanh thu 






2. Bi4n phi san xuat 






3. Lai gpp tren bien phi san xult (1-2) 






4. Dinh phi bo phan 






5. Lai b$ ph$n (3-4) 






6. Djnh phi chung 






7. Lai thuin (5-6) 







3- Quy trinh lap va cdng khai bao cao k§ toan 

To chuc cong tac ke toan cua moi don vj bao gom nhieu khau, lien quan 
den nhidu bo phan, khi thuc hipn ke toan phai dua vao mot so gia dinh. Chiing 
han, khi lap cac but toan ket chuyen cuoi ky phai gia djnh chu ky hoat dgng 
kinh doanh cua doanh nghiep da ket thuc, khi lap cac but toan khoa s6 phai gia 
dinh tai san cua don vj a thdi diem nay khong van dpng... Tren th\rc t4, tai san 
cua doanh nghiep luon van dong khong ngung, hoat dong cua doanh nghiep 
phai dien ra lien tuc. Trong quy trinh to chuc ke toan a don vi trong mot thoi 
ky nh§t djnh thi cong tac lap bao cao ke toan thuong la giai doan ket thuc cua 
mot chu trinh kS toan. De co the hinh dung ve chu trinh ke toan cua moi don 
vj, ta co the nghien curu 3 dang thuc co ban sau: 
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Dang so do: 



So do 5.1 

Dang dien giai\ Cac nghiep vu kinh te, tai chinh phat sinh trong qua trinh 
hoat dong cua dom vj thuc su hoan thanh dugc phan anh vao cac chung tu ke 
toan. TCr cac chung tu ke toan ducrc lap hop le va hop phdp, ke toan phan anh 
cac thong tin co lien quan mpt each co he thong (theo thcri gian va theo npi 
dung kinh te) vao cac so ke toan lien quan (Tai khoan, so ke toan tong hop, so 
k4 toan chi tiet...). So lieu tu cac tai khoan, cac so ke toan da dugc phan lo^ii, 
ducrc he thong hod va tong hop theo cac chi tieu kinh te, tai chinh de trinh bay 
tren cac bao cao ke toan theo yeu cau cua cac chu the quan ly. 

Dang tom lucre: Chu trinh ke toan dugc thgc hien theo 5 buoc: 

Buoc 1: Xac djnh cac nghiep v\i kinh t4, tai chinh phat sinh da hoan thanh. 

Buoc 2: Phan anh nghiep vy kinh te, tai chinh da hoan thanh vao chung tu 
ke toan. 

Buoc 3: Phan loai, he th6ng hoa thong tin tu chung tu vao tai khoan, so 
k6 toan. 

Buoc 4: T6ng hgp thong tin theo timg chi tieu, trinh bay bao cao kd toan. 
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Bu&c 5: Cung c&p bao cao ke toan cho cac doi tuomg sir dung de ra quyet 
d|nh quan ly. 

Trong ca 3 dyng thuc mo ta chu trinh ke toan cua cac dcm v| ke toan thi 
cong tac tong hgp, trinh bay v& cung cap thong tin k£ toan thong qua cac bao 
cao ke todn cho cac d6i tuomg sir dung la giai doan cuoi cung cua chu trinh ke 
toan mdi dom vj. 

De ckc bao cao ke toan (nh&t la cac bao cao tki chinh) cung cap dugc cac 
thong tin ke toan co chat luomg va kjp thcri, trong suot chu trinh ke toan phai co 
s\r phan cong, phan nhi$m ro rang, co quy dinh v£ d6i chieu, kiem tra trong 
tung bg phan va giua cac bo phan k$ toan mot each chat ch6, xac djnh thoi 
gian lap, hoan thanh, giri bao cko k6 toan mot each ro rang, hgp ly de phat huy 
dugc t6i da hieu qua cua thong tin tren bao cao ke toan cho die nha quan ly. 
Cy the, can to churc t6t cac buac cong viec chu yeu sau: 

a) Tru&c khi lap bao cao ke toan 

Bo phan ke toan a dom vj can thuc hien cac cong viec cu the sau: 

- Thu nhan day du chung tu ke toan ve cac nghiep vu kinh te, tai chinh 
phat sinh va thyc sy ho&n thanh tinh den thori diem lap bao cao ke toan, ghi 
chep, phan anh mot each co h? thong cac nghiep vu do vao so ke to£n. 

- Don d6c va giam s&t vi$c kiem ke djnh ky doi vai cac tki san co th£ kiem 
ke dugc va phan anh ket qua kiem ke vao so ke toan truac khi khoa s6 nh&m 
dam bao tinh thuc t6 cua s6 lieu bao cao. 

- Thyc hi$n viec d6i chieu, x&c minh cong ng, cac khoan ti$n gui va ti£n 
vay ngan hang. 

- Ki$m tra tinh chinh xac cua vi£c ghi chep a cac tai khoan dip 1 va a cac 
tai khoan chi tiet. 

- Thuc hi^n cac nghiep vu ndi sinh: tien hanh phan bo cac loai chi phi d4 
tinh gia cac doi tugng c&n tinh gia, thuc hi£n but toan ket chuySn nhSm xac 
djnh dung dan ket qua cua hoat dong kinh doanh trong ky bao cao. 

- Ghi so ke toan cac nghiep vy ngi sinh va kho& s6 k$ toan. 
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- Kiem tra tinh chinh xac, tuan thu thoi gian cua viec ghi, khoa so ke toan 
tong hop (co the lap bang can doi cac tai khoan va bang can doi so phat sinh) 
nham dam bao tinh trung thuc cua tai lieu ke toan. 

- Chuan bi bieu'mau bao cao (neu ke toan thu cong), in thu bao cao (neu 
ke toan may). 

b) Trong khi lap bao cao ke toan 

Cac k£ toan vien dugc phan cong lap bao cao can tong harp va kiem tra 
tinh hpp ly cua tung chi tieu trong bao cao, tranh nham lan, sai sot, hoac gian 
lan khi lap bao cao ke toan. Tuan thu thoi gian theo tien dp d& quy djnh. 

“Dieu 30. Luat Ke toan quy djnh ve quy trinh lap bao cao tai chinh: 

1. Bern vi ke toin phai lap bao cao tai chinh vao cuoi ky ke todn n&m; 
truong hop phap luat co quy dinh lap bao cao tai chinh theo ky k6 toan 
khac thi don vj k4 toan phai lap theo ky d6. 

2. Viec lap bao cao tai chinh phai c&n cu vao s6 li£u sau khi da khoa 
sd ki toan. Dcm vj ke toan cip tren phai lap bao cao tai chinh tdng hop 
ho$c bao cao tai chinh hpp nh4t d\ra tren bao cao tai chinh cua tat ca don 
vi k4 toan trong cung dom vj kt toan cdp tren. 

3. Bao cao tai chinh phai l$p dung nQi dung, phuorng phap va trinh 
bay nh£t quan giOra cac ky k£ toan; truong hpp bao cao tai chinh trinh bay 
khac nhau giOra cac ky k6 toan thi phai thuydt minh r5 ly do. 

4. Bao cao tai chinh phai dupe nguoi lap, ke toan truong va ngudi dai 
dien theo phap luat cua don vj k§ toan ky. Nguoi ky bao cao tai chinh phai 
chju trach nhiem ve noi dung cua bao cao.” 

c) Sau khi lap bao cao ke toan 

Nguoi lap, ke toan truong va thu truong don vj can kiem tra cac khia canh 
trong you trirbc khi ky bao cao ke toan. 

d) Cong kltai bao cao tai chinh: 

He thong bao cao tai chinh don vj can to chuc thuc hien cong tac cong 
khai bao cao tai chinh theo dung quy trinh va quy djnh hien hanh, d$c biet la 
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cac dan vj da niem yet tren san giao djch chung khoan. Viec to chuc cong khai 
bao cao tai chinh cln th^rc hign cu the cac noi dung sau: 

- Xay dgng quy trinh cong bo thong tin cua dan vj tren ca sa c&c quy dinh 
cua phap luat ve cong b6 thong tin, bao gom: ngirai cong b6, ngi dung cong 
b6, phirang thurc va phuang tien cong bo thong tin. 

- Thanh lap bo phan chuyen trach theo doi vigc cong bo thong tin. Chuan 
muc hoa chuc vu, tieu chu£n cua nguoi cong b6 thong tin nhu phai co hi^u biet 
luat phap, kinh te, tai chinh, ke toan, chung khoan, cong nghe thong tin... 

- Tuyen truyen, pho bien cac vdn de vk cong bo thong tin trong npi bo dan vj; 
tang cubmg giam sat nhSm han che ro ri thong tin truac khi cong bd ra ben ngoai. 

- Xay dung chidn luge cung cap thong tin nham dam bao chat luong va dg 
tin cay cua thong tin bang viec sir dung h? thong ke toan phan tich kinh te - tai 
chinh va kiem toan noi bo mgt each hieu qua. 

e) Doi v&i he thong bao cao ke toan quan trj: 

Bao cao ke to£n quan trj phuc vu yeu cau quan trj kinh doanh dugc lap 
tren ca sa nhung thong tin ke toan da h^ thdng hoa trong k£ toan quan trj. D4 
to chuc t6t viec lap va ngp ede loai bao cao k4 toan nay dap ung yeu cku quan 
ly hoat dong kinh te cua dan vj, ke toan trucmg ket hgp vai cac bg ph^n quan 
ly chuc n^ng cua dan vj can thao luan va thdng nhat cac khia canh ca ban sau: 

• Xac dinh ro danh muc cac bao cao ke toan quan trj c4n lap. 

• Quy djnh mau bieu bao cao ke toan quan tri cua dan vj. 

• Quy dinh su phoi hgp cung cap thong tin cua cac bg phan chuc nang 
trong dan vi. 

• Xac djnh thai diem phai cung cap cua timg bao cao. 

Tren ca sa do, ke toan truang phan cong cho timg kd toan vien cua dan vi 
gdn vai trach nhiem cuoi cung ve chat lugng thong tin trong bao cao thong qua 
danh gia cua bo phan sir dung bao cao do. 

Ke toan trucmg chju trach nhiem v£ chat lugng bao cao k4 toan quan trj da 
giri cac bo phan co lien quan. 
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TOM LAI: 

+ Phan loai he thong bao cao ke toan cua dan vj: Theo ti'nh chat phap ly 
cua bao cao ke toan, bao gom: Bao cao k$ toan bat bupc va Bao cao ke toan 
khong bat buoc. Theo ky lap bao cao ke toan chia thanh: Bao cao ke toan djnh 
ky va Bao cao ke toan thuong xuyen. 

+ Danh muc he thdng bao cao ke toan, bao gom: 

- H4 thong Bao cao tai chinh : la he thong bao cao ke toan bat buoc. 

Doi vdi cac dan vj thuoc boat dpng thu, chi ngan sdch nha nude, ca quan 
hanh chinh, dan v/ su nghiep, to chuc co stir dung kinh phi ngan sdch nha nude 
va dan vj su nghiep, to chuc khong sir dung kinh phi ngan sdch nha nude thi 
bao cao tai chinh gom: Bang can doi tai khoan; Bao cao thu, chi; Ban thuyet 
minh bao cao tai chinh va cac bao cao khac theo quy djnh cua phap luat. 

Doi vai cac dan vi ke toan thuoc boat dong kinh doanh thi bao cao tai 
chinh gom: Bang can doi ke toan; Bao cao ket qua hoat dong kinh doanh; Bao 
cao luu chuyen tien te va Ban thuydt minh bao cao tai chinh. 

- H$ thong bao cao ke toan quan tri: la loai bao cao ke toan khong bit 
buoc (bao gom ca bao cao dinh ky va bao cao thuong xuyen: bao cao nhanh, 
theo djnh ky ngan). 

+ Quy trinh lap va cong khai bao cao ke toan: noi dung muc nay trinh bay 
cac cong viec can thvrc hi£n khi lap va cong khai bao cao ke toan, bao gom cac 
cong viec cu the can phai lam truoc khi lap bao cao ke toan; trong khi lap bao 
cao ke toan; sau khi lap bao cao ke to&n; khi cong khai bao cao tai chinh, cung 
nhu cac cong vi?c can tien hanh khi lap bao cao ke toan quan trj... 

BAI TAP: 

Cdu 3: Danh muc bao cao tai chinh gom nhQmg bao cao nao doi vdi tung 
loai dom vj ke toan? 

Cdu 4: Truoc khi lap bao cao ke toan can phai tien hanh nhung cong viec 
gi? 
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HI. T6 CHIFC KlfiM TRA CONG TAC K£ TOAN 0 DO N V| 

GICJI THIEU: 

Bat cur hoat dgng cua he th6ng nao muon dat dupe hieu qua deu phai coi 
trong cong tac kiSm tra, kiem so£t, cong tac k4 toan cua moi dorn vj cung v$y. 
Mat khac, k4 toan la phan h? quan trpng cung cap thong tin phuc vu cho cong 
tac quan ly, di£u hanh hoat dong kinh te, tai chi'nh cua dom vj v& cac cap quan 
ly (ca vi mo va vT mo) nen van de kiem tra cong tac ke to&n 1& khong the thieu 
dupe, no bao gom ca npi kiem (tu ki£m tra) va ngoai kiem (kiem tra tu ben 
ngoai). Sau khi hoc xong phan nay, cac anh/chj can nam dupe cac van de: 

- Sir can thi6t phai to churc ki£m tra ki toan. 

- Cac hinh thuc kiem tra ke toan. 

- Quy trinh kiem tra ke toan. 

N0I DUNG: 

1. Su’ cin thidt phai to chuc kiem tra k£ toan trong dom vj 

Neu dom vj nao coi trong cong tac kiem tra k4 toan va khong ngung hoan 
thi^n quy trinh kiem tra, nang cao hieu lire ho^t dong kiem tra ke to&n se giam 
thi$u dupe nhung sai sot, ng&n chan nhung gian lan co the phat sinh trong 
cong tac ke toan cua dom vj. Kiem tra ke toan con dam bao cho viec tuan thu 
cac chinh sach, ch6 dp v6 quan ly kinh t4, tai chinh cua dom vj, gop phan vao 
viec nang cao chat lirgng va tinh minh bach cua thong tin ke to&n. 

Di6u 4, khoan 10 Luat Ke toan quy djnh ve kiem tra kd toan: 

“Kiim tra ki toan la xem xet, ddnh gia vi?c tuan thu phdp luat vi ke toan, 
su trung thuc, chinh xac cua thong tin, so lieu ke toan. ” 

2. Phan lo?i cong tac kiem tra kS toan 

Co nhieu hinh thuc kiem tra ke toan trong moi dom vj, tuy tieu thuc lya 
chon di phan loai cong tac kiem tra. Thong thuong co cac each phan loai ki6m 
tra ke toan ca ban sau: 


183 


So hoa bai Trung tam Hoc lieu - DH TN 


http://www. Irc-tnu. edu. vn 


- Can cic vao chu the kiem tra: 

Cong tac kiem tra ke toan gom noi kiem va ngoai kiem: 

Noi kiem la cong tac kiem tra k4 toan do ban than dom vj tien hanh. 
Ngoai kiem la cong t&c kiem tra kd toan do co quan chuc nang ben ngoai 
dom vj thuc hien. 

- Can etc vao pham vi kiem tra ke toan: 

Cong tac kiem tra k4 toan dirge phan thanh 2 lo^i: Kiem tra toan di£n va 
kiem tra chuyen de: 

+ Kiem tra toan dien cong tac ke toan la kiem tra tit ca quy trinh ke toan 
cua dom vj nh&m danh gia mot each toan dien hieu qua cong tac ke toan cua 
dom vj qua mot thai ky nhat djnh. Hinh thurc kiem tra nay thuong thuc hien 
theo ke hoach. 

-i- Kiem tra chuyen de la cong tac kiem tra ke toan dot xuat nhim phat 
hi^n, ng§n ch^n kip thai hoac giai quyet triet de nhimg t6n tai trong mot khau, 
mot bo phan cu the cua cong tac ke toan. 

- Can cu vao thai gian tien hanh kiem tra cong tac ke toan: Cong tac kiem 
tra ke toan chia thanh 2 loai: Kiem tra djnh ky va kidm tra thurong xuyen. 

+ Kiem tra djnh ky la cong tac kiem tra dien ra vao khoang that gian an 
djnh trude theo ke hoach: thudmg vao sau moi ky ke toan. 

+ Kiem tra thudmg xuyen la cong tac kiem tra co the tien hanh bat cu luc 
nao, truac, trong va sau ky ke toan. 

3. Quy trinh t6 chuc kidm tra k§ toan npi bp 

To chuc kiem tra ke toan nQi bo d cac doanh nghiep noi chung dugc dat 
dudi su chi dao cua giam doc va ke toan trudng va dugc thuc hien bdi bg phsm 
kiem tra kd toan chuyen trach, hoSc la cac nhan vien ke toan kiem nhiem theo 
phan cong. 

Cac noi dung chinh cua cong tac kiem tra ke toan noi bo gom: Kiem tra 
viec ghi chep ke toan nham dam bao tinh chinh xac, trung thuc, khach quan, 
herp phap cua thong tin ke toan; kiem tra viec to chuc va chi dao cong tac ke 
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toan trong dom vj cung nhu viec thyrc hien trach nhiem va quyln han cua ke 
toan truong; kiem tra ket qua cong tac ke toan trong moi lien hp vdi cic bp 
phyn chuc nang khac trong dom vj... 

Viec kiem tra co the there hipn djnh ky hoac bat thuomg, vai mpt, mot so, 
hay tat ca cac noi dung, thong qua doi chieu s6 lipu tren c&c tai lieu kS toan vai 
thuc te hoat dong SXKD, vai c£c chinh sach, ch4 do kinh t4 tai chinh cua Nha 
nuac, cac quy djnh djnh mure kinh t4 ky thuat cua dan vj. 

Doi vai m6i dan vj ke toan khi to churc cong tac ke toan phai chu trong tai 
cong tac npi kiem nh^m dam bao sy than trpng can thiet ngay trong tung giai 
doan cua chu trinh ke toan va dap ung duac cac yeu chu vh chdt luang cua 
thong tin ke toan cho tung doi tuqmg su dung. Cong tac npi ki^m phai dupe 
duy tri mot each thuomg xuyen, lien tuc va khong ngung dupe cai tien, hoan 
thien. Cac buac cong viec cu th6 v6 t6 chuc kiem tra ke toan npi bo bao gom: 

+ Lap ke hoach hoac xay dung, ban hanh quy che noi kiem trong cong tac 
ke toan 

Day la noi dung quan trpng va bao trum nhat trong viec td chuc kihm tra 
k4 toan npi bp, phan anh tu tucmg va phuomg phap thuc hien cong tic ki4m tra 
ke toan noi bo cua dom vi. Nhumg noi dung ca ban can dupe chi r6 a bu6c 
cong vipc nay la: 

- Xac djnh noi dung cu the can phai kiem tra or tung khau trong chu trinh 
k§ toan: Lap, kiem tra hoan thipn chung tu, ghi sd va luan chuy^n chung tu... 
den lap va cong khai bao cao ke toan gin vai trach nhiem cy thh cua timg bp 
phan, ke toan vien trong tung khau do. 

- Huang din phuomg phap xu ly vai nhCrng tinh hu6ng thuomg gip trong 
tung khau cua cong tac kiem tra ke toan. 

- Xac djnh phuomg phap kiem tra doi vai moi noi dung cu the: t\r kilm, 
kilm tra cheo giOra cac ke toan vien, cac bo phan ke toan lien quan vai nhau 
hay ke toan truang tien hanh. 

- Huong din lap bao cao kiem tra ke toan de co the ket luan ve hipu lye, 
hieu qua thuc hien cong tac ke toan a tung khau. 
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- Xac djnh trach nhiem chinh cua ca nhan, bo phan trong kiem tra ke toan 
noi bo. 

+ Thuc hien va tong ket cong tac kiem tra ke toan noi b$ 

Ca nhan hay bo phan dugc giao trach nhiem chu tri cong tac kiem tra ke 
toan phai trien khai cong tac kiem tra ke toan theo cac noi dung va phuorng 
phap da dugc hoach dinh. Dong thcri, de khong ngung nang cao hieu qua cua 
cong tac kiem tra ke toan, bg phan chu tri cong tac kiem tra can lam tot cong 
vi?c sau: 

- Thuong xuyen tap huin cho c&c ke toan vien ve nhung thay doi trong 
che dp ke toan de kjp then cap nhat nhung quy djnh mcri, tranh sai sot do lac 
hau ve che do. 

- Huong dan va thao luan trong noi bo bo phan ke toan de tung ke toan 
vien co ca hoi trau doi nghiep vu ve quy trinh tu kiem ngay chinh trong cong 
vi?c ma hg dugc phan cong. 

- Tong ket cong tac kiem tra ke toan nham due rut kinh nghiem de cai ti4n 
khong ngimg cong tac ke toan cua dern vj theo phuomg cham nang cao hieu qua 
cua cong tac tu kiem. 

Muon to chuc tot cong tac ngi kiem cua dan vi k4 toan doi hoi can bo 
quan tri dan vj noi chung va ke toan vien noi rieng can nam vung cac quy dinh 
trong luat, che do tai chinh ke toan, ky luat thanh toan, tin dung hien hanh de 
kiem soat tinh hinh tuan thu phap luat cua dan vi. Hieu biet v^ quy trinh cong 
nghe san xuat, dac thu kinh doanh, he thong djnh muc kmh t4 ky thuat co lien 
quan, nam chac gia ca thi truang nham phat hien nhung d4u hi^u bit thuong 
trong hoat dong kinh doanh cua dan vj. Nim chic chu trinh ke toan de kiem 
soat tinh 16 gic, hgp ly trong cac tai li£u ke toan. 

Trong chu trinh ke toan, cong tac noi kiem can dat trong tarn vao cong tac 
kiem tra thong tin trong chung tu ke toan nham dam bao dugc tinh trung thuc 
va dang tin cay cua thong tin ke toan ngay tu khau dau tien cua chu trinh ke 
toan, dong thai phat hien va ngan chSn kjp thai nhung sai sot, gian lan trong 
hoat dong kinh doanh cua dan vj, giam thieu nhung thiet hai co the xay ra. 


186 


So hoa bai Trung tam Hoc lieu - DH TN 


http://www. Irc-tnu. edu. vn 


Myt khac, thong tin, so li?u k£ to&n phai dugc phan anh lien tyc tu khi 
phat sinh den khi ket thuc hoyt dgng kinh t4, tai chinh, tu khi don vj ke toan 
dugc thanh lyp d£n khi cham durt hoyt dong; so li^u ke toan phan anh ky nay 
phai ke tiep theo s6 lieu ke toan cua ky trucrc nen doi hoi m6i don vj ke toan 
phai thiet lap va kiem soat dugc quy trinh luan chuyen chung tu ke toan tu khi 
thiet lap, phe duy?t, ki6m soat, ghi s6... mot each chat che, x£c djnh dugc 
pham vi trach nhi^m cua cac bo phan co lien quan d$ nang cao kha nang ty 
kiem soat trong he thong chu trinh ke toan cua dom vj. 

T6M LAI: 

+ Phan loai cong tac kiem tra ke toan: 

- Can cu vk> chu the kiem tra: gom noi kiem va ngoai kiem. 

- Can cu vao phym vi kiem tra ke toan: gom kiem tra toan di?n va kiem tra 
chuyen dS. 

- Can cu vao thoi gian tien hanh kiem tra: gom kiem tra dinh ky va kiem 
tra thuang xuyen. 

+ Quy trinh to chuc kiem tra ki toan noi bo: 

- Lap k£ hoach ho&c xay dyng, ban hanh quy che noi kiem trong cong tac 
k£ toan; 

- Thuc hien va t6ng ket cong tac kiem tra k£ toan noi bo. 

BA1 TAP: 

Can 5: Neu nhung noi dung cong vi?c can tien hanh khi lap k£ hoach 
kiem tra cong tac ke toan? 

PHAN k£t 

Chuc rnung cac anh/chj da hoan thanh chuomg V, la chuorng cu6i cung cua 
mon hgc. Nhung noi dung cua chuomg nay giup cac anh/chj n&m dugc cac kien 
thuc ve ki$m tra cong tac ke toan a cac dom vj va t6 chuc kiSm tra cong tac k§ 
toan. Cu the nhu: sir can thiet phai ti4n hanh ki£m tra cong tac k6 toan; cac loai 
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kiem tra ke toan; d&c biet hgc xong chuomg nay, anh/chj hieu dugc cac cong 
viec can tien hanh theo quy trinh kiem tra cong tac ke toan de co the van dung 
chung vao to chuc cong tac ke toan a cac doanh nghiep. 

Chuc cac anh/chi thanh cong! 

TAI LIEU THAM KHAO 

1. Giao trinh To chuc cong tac ke toan - Vien Dai hoc Mo Ha Noi - NXB 
Thong ke 2006 (chu bien: PGS.TS. Doan Xuan Tien). 

2. Cac Giao trinh: Ly thuyet hach toan ke toan, Ke toan d$i cucrng, T6 
chuc cong tac k6 toan cac truong dai hoc (Hpc vi^n T^i chinh, Dai hpc 
KTQD Ha Npi, Dai hpc Kinh te TP. HCM). 

3. Lu|it Ke toan s6 03/2003/QH11 da dugc Qu6c hoi nuoc CHXHCN Viet 
Nam khoa XI, ky hgp thu 2 thong qua ngay 17 thang 6 nSm 2003. 
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TAI LIEU THAM KHAO 


1. Cac Gi&o trinh: Ly thuyet HTKT, K$ toan dai circmg, T6 chuc cong tac 
ke toan cac tnromg dai hpc (Hpc vien Tai chinh, DH KTQD Ha Noi, 
DH KT Tp.HCM...) 

2. Luat Ke toan s6 03/2003/QH11 da diroc Quoc hoi niroc CHXHCN Vi?t 
Nam khoa XI, ky hop thu 2 thong qua ngay 17 thang 6 nSm 2003. 

3. H? thdng Chuan muc ke toan Viet Nam (Bo Tai chinh - NXB Tai 
chinh). 

4. He th6ng ke toan doanh nghiep (Bp Tai chinh - NXB Tai chinh nam 
2006). 

5. Giai thieu Luat Ke toan mot so nuoc (Dir an ke toan, kidm toan - NXB 
Tai chinh 2000). 

6. Ly thuyet ke toan - Eldon S.Hendriksen Michealf. Van Breda - D^i hpc 
Southern Methodist - ban djch cua HVTC- nSm 2005. 

7. Nguyen ly K6 toan My - Ronald J.Thacker - NXB Thong ke - 1994. 

8. Ke toan tai chinh - Kcrmit D.Larson - NXB Th6ng ke 1994. 

9. Ke toan - Co so cua cac quyet djnh kinh doanh - Walter B.Meigs 
Robert F.Meigs - NXB Chinh trj qu6c gia. 

10. Cac tai lieu tham khao khac lien quan d4n kk toan. 
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DAP AN 


CHUONG I 

Cau 1: Noi dung cong viec ke toan a cac dom vj la: 

- Thu nhan thong tin vi cac boat dong kinh ti, tdi chinh cua dcm v/: 
Ngudi ta goi day la cong viec lap chumg tu kd toan. 

- He thong hod, xir ly thong tin : Nguoi ta goi day la cong viec ghi 
so ke toan. 

- Cung cap thong tin : Day chinh la cong vipc lap cac bao cao kd 
toan va cung cap cho die doi tuemg lien quan. 

Cau 2: Y nghla cua to chuc cong tac kd toan dr cac dorn vj: 

- Cung cap thong tin chinh xac, kip thdri. 

- Dam bao ghi chep, phan anh va quan ly chat chd cac loai tai san, 
cac khoan np phai tra, von chu so huru... 

- Tinh toan dung dan ket qua hoat dong san xukt kinh doanh, thuc 
day hach toan kinh te, mo rong hach toan kinh te ngi bp. 

- Thpc hien dupe d4y du chuc n^ng, nhipm vp va yeu cau cua k§ 
toan trong timg thdri ky. 

Cau 3: Nhung nhiem vu co ban cua to chuc cong tac ke toan a don vi: 

- To chuc hpp ly bp may ke toan 6 dom vj phu hop vdri dSc didm, 
dieu kien to chuc san xuat kinh doanh, to chuc quan ly va phan 
cap quan ly tai chinh dr don vj. 

- Xac djnh ro moi quan he giura cac bo phan trong bo may ke toan 
voi cac bp phan quan ly khac trong dom vj. 

- To chuc van dung che do ke toan, chuan muc kd toan, thong 1£ ke 
toan, Luat Ke toan da ban hanh va dupe thua nhan. 

- To chuc ap dung nhirng thanh tuu khoa hoc ky thuat, khoa hoc 
quan ly; trang bj va su dung cac phuemg tien ky thuat tinh toan 
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hien dai. To chuc boi dirdmg nang cao trinh do quan ly, trinh do 

nghiep vy cho can bo ke toan... 

Cau 4: Cac nhan to tac dong den t6 chuc cong tac ke toan cua dom vj: 

- Nhan to ve to chuc san xuat kinh doanh/to chirc hoat dong a 
dorn vj. 

- Nhan to ve to chuc bo may quan ly cua dom vj. 

- Nhan to v£ trinh do khoa hoc ky thuat ung dung trong cong tac 
quan ly cua dom vi. 

Cau 5: Neu khai quat noi dung to chuc cong tac ke toan a cac dom vj: 

- To chuc he thong chung tu ke toan, to chuc cong tac hach toan 
ban dau va to chuc luan chuyen chung tu ke toan mot each khoa 
hoc va hop ly. 

- To chuc van dung he thong tai khoan ke toan thong nhat ap dyng 
vao he thong ke toan d dom vj. 

- To chuc lira chon hinh thuc ke toan phu hop. 

- To chuc he thong bao cao ke toan va to chuc he thong thong tin 
tai chinh, ke toan 6 dom vi. 

- To chuc bo may ke toan. 

- T6 chuc thuc hi?n kiem tra ke toan npi bp. 

- T6 chuc ung dyng cong nghe thong tin vao cong tac k4 toan. 

CHIFQNG II 

Cau 1: T6 chuc bo may ke toan la sir sdp xep, phan cong cong viec cho 
tung ke toan vien va to chuc luan chuyen chung tu k£ toan trong 
mot phong ke toan (ho^ic bo phan ke toan) cua mot doanh nghiep. 

Cau 2: Noi dung t6 chuc bo may ke toan thudng bao gom: 

- To chuc lira chon hinh thuc to chuc, mo hinh bo may ke toan. 

- To chuc nhan su. 
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- To chuc cac phan hanh ke toan. 

- T6 chuc kidm tra ke toan. 

- T6 chuc phan tich ho^t dong kinh t4 trong doanh nghiep. 

- To chuc trang bi co scr vat chat ky thuat phuc vu cho vipc thu 
thap, xu ly va cung cap thong tin. 

- To chuc moi quan he giua cac phan hanh kinh te. 

- To chirc moi quan he giua phong ke toan vh c&c phong ban khac 
co lien quan. 

Cdu 3: De xay dung mo hinh bo may ke toan a dom vj can phai dpa vao 

cac can cu sau: 

- LTnh vpc ho^t dpng san xuat kinh doanh cua doanh nghiep. 

- Dac diem va quy trinh hoat dpng s&n xuat kinh doanh cua 
doanh nghiep. 

- Quy mo va pham vi dja ban hoat dpng san xuat kinh doanh cua 
doanh nghiep. 

- Mure do phan cap quan ly kinh te, tai chinh npi bo doanh nghiep. 

- Trinh dp trang thidt bj, su dung cac phuemg tipn ky thuat hipn dai, 
may tinh, he thdng mang noi bo truyen dan, internet, v.v... 

- Bien ch4 bp may kd toan va trinh do chuyen mdn nghe nghipp cua 
dpi ngu nhan vien ke toan hien co. 

Cdu 4: 

- Noi dung: a dom vi chinh thanh lap phong ke toan trung tarn, lam 
nhiem vu hudmg dan kiem tra ke toan dom vj, or cac dom vj phu 
thuoc 1dm, du trinh do quan ly dupe phan cap quan ly kinh t$ t&i 
chinh noi bo dr muc do cao thi cho to chuc ke toan rieng. Con 6 
cac dom vj true thuoc nho hoSc chua du trinh do quan ly, chua 
dupe phan cdp quan ly kinh te, tai chinh noi bo or muc do cao thi 
khong cho to chuc ke toan rieng. 
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- Uu diem: too dieu kien cho ke toan gin voi cac hoat dong cua don 
vi, kiem tra, giam sat chat che cac hoat dong mot each co higu qua. 

- Nhupc diem cua hinh thuc nay la bo may ke toan van cong kenh. 

- Dieu kign ap dyng: phu hop voi dom vi co quy mo Ion, hoat dong 
tren dja ban vua tap trung vua phan tan, cac don vj phu thuoc 
dupe h$ch toan quan ly a cac mure do khac nhau. 

Cau 5: Cac mo hinh to chuc cong tac ke toan ma cac doanh nghiep co th£ 

ap dung de to chuc bo may ke toan la: 

- Mo hinh bp may theo hinh thuc to chuc tap trung: Toan bp cong 
viec xu ly thong tin trong toan doanh nghigp dupe thuc hien tap 
trung a phong ke todn, con a cac bo phan va dom vj phu thuoc d£u 
khong co td chuc ke toan tien ma chi thuc hien viec thu nhan, 
phan loai va chuyen chung tu cung cac bao cao nghigp vu ve 
phong k£ toan de xu ly va tong hop thong tin (goi chung la dom vj 
bao s6). 

- Mo hinh bo may theo hinh thuc to chuc phan tan: Cong viec k6 
toan dupe phan cong cho cac bo phan va cac dom vi true thuoc 
thuc hien mot phan ho£c toan bo nhumg noi dung phat sinh tai bo 
phan va dom vi minh. Phong ki toan cua doanh nghiep chi thuc 
hien nhumg cong vige ke toan doi voi nhumg npi dung phat sinh 
lien quan den toan doanh nghiep (va cho nhumg bp phan chua co 
diiu kien thyre hien cong viec k£ toan), kit hop voi bao cao ki 
toan do cac dom vi true thuoc gui len de tong hgrp va lap ra cac 
bao cao chung cho toan doanh nghiep theo quy djnh. 

- Mo hinh bo may theo hinh thuc to chuc vua tap trung, vira phan 
tan: Mot so bo phan phan cap, mot so bo phan khong phan cap 
hay phan cap din mot muc dp nhat djnh cho cip duori nhu cip 
duoi ghi chep tiin, vat tu hoSc cap ducri ghi chep chi phi, doanh 
thu nhung khong xac djnh ket qua kinh doanh hoac cip dudri ghi 
chep chi phi, doanh thu va x£c djnh kit qua khong day du. 
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Cdu 6: Co cau bp m4y kd toan doanh nghiep thuomg bao gom cac bp 

phan/phdn hanh ke to4n sau: 

- Bo phan tai chinh, kd toan v6n b4ng tien, vay & thanh to4n; 

- Bo phan ke toan tong hop & kiem tra ke toan; 

- Bo phan ke toan tap hop chi phi & tinh gia thanh san pham (kiem 
nhiem cac npi dung thupc ve ke toan quan tri); 

- Bp phan ke toan vat tu, nguyen vat lifu, t4i san co djnh; 

- Bp phan ke toan tien lirong & cac kho4n trich theo lucmg; 

- Bp phan ke toan thanh pham & tieu thy; 

- Bo phan kd to4n quyet toan von dau tu xay dyng (neu co khoi 
lupng XDCB ldm); 

- Bp phyn ke toan khac; 

- Cac nhan vien ke toan a cac phan xuomg, xi nghiep va bp phan 
san xudt, kh&c... 

Cdu 7: Vai tro va churc trach cua kd toan trudmg trong doanh nghiep trong 

dieu kien hien nay: 

+ Vai tro cua ke toan truomg: Ke toan trudmg 14 churc danh dupe 
d4t cho ngudn dung dau bp may kd toan a doanh nghiep v4 a 
nhumg to chuc kh4c. 

- Kd toan trudmg la nguai giup nguai dai diyn theo phap luat cua 
dan vj ke to4n thyre hiyn giam sat tai chinh tai don vj ke to4n, t6 
chuc thirc hien to4n bp cong tac ke to4n, thdng ke, tai chinh a 
doanh nghiep dong thdri thyc hi^n vide kiem tra, kidm soat toan 
bo hoat dong kinh td tai chinh dr doanh nghiep. 

- Ke toan trudmg chju su 14nh dao cua ngudri dai dien theo phap luat 
cua dan vj kd toan, trudmg hop cd dan vj kd toan dip tren thi 
dong thdri chju sy chi dao va kiem tra cua kd toan cap tren va 
chuyen mon, nghiep vu. 
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+ Chuc track cua hi toan trucmg: Ke toan truong chiu trach nhiem 
truoc ngucri d$i dien theo phap luat ve cong vi$c thupc pham vi 
trach nhiem va quyen han cua ke toan trucmg. 

chitong in 

Cdu 1: Cac each phan loai chung tir ke toan, bao gom: 

- Phan loai chung tu ke toan theo n$i dung kinh te. 

- Phan loai chung tu k4 toan theo muc dQ tai lieu phan anh tren 
chung tu k4 toan. 

- Phan loai chung tu ke toan theo quy dinh cua Nha nuac ve chung 
tu ke toan. 

- Phan loai chung tu ke toan theo dja diem lap chung tu ke toan. 

Cdu 2: Phan loai theo noi dung kinh te thi chung tu ke toan gom nhung 

loai chung tu sau: 

- Chung tu lao dong tien luemg. 

- Chung tu hang t6n kho. 

- Chung tu ban hang. 

- Chung tu tien te. 

- Chung tu tai san c6 djnh. 

Cdu 3: Khi t6 chuc h? thdng chung tu ki toan va hach toan ban diu cin 

phai dam bao cac yeu cau sau: 

- T6 chuc mpt each ch^t ch6, tuan thu h^ thong chimg tu ke toan 
bit buoc thupc chi do ki toan ma dom vj ap dung. 

- T6 chuc mot each hieu qua, dam bao sir van dung linh hoat cac 
chung tu ki toan huemg dan va chu dpng thiet lap cac chung tu ke 
toan. 

- T6 chuc h^ich toan ban dau, t6 chuc luan chuyen chung tu ki toan 
phai dam bao yeu cau khoa hoc, hop ly, hieu qua. 


196 


So hoa bai Trung tam Hoc lieu - DH TN 


http://www. Irc-tnu. edu. vn 


Cdu 4: Nhumg cong vi?c chi'nh din phai tien hanh khi to chuc he thong 
chung tu va hach toan ban dau: 

- Xay dung danh myc chung tu k6 toan can su dyng o don vj. 

- To chuc h^ch toan ban dau. 

- To chuc luan chuyen chung tu ke toan. 

Cdu 5: Nhumg cong vi£c chinh can thuc hien khi to chuc hach toan ban 
dau: 

- To chuc lap chung tu ke toan. 

- To chuc lap cac chung tu thuoc trach nhi^m l£p cua ke toan. 

- To chuc kiem tra, phan loai, tong hop chumg tu va l£p djnh 
khoan k4 toan. 

- To chuc luan chuyen chumg tu ke toan. 

- To chuc luu trur, bao quan chumg tu k4 toan. 

CHUONG IV 

Cdu 1: Noi dung cac cong vi£c to chuc he thdng tai khoan ke toan su 
dung a dcm vi: 

1. Xay dung h? thong tai khoan ke toan su dung a dcm vj: 

- Xac djnh c&n cur xay dung he thdng tki khoan kd to£n su dyng a 
dcm vj. 

- Xay dung h$ thong tai khoan ke toan tong hop. 

- Xay dyng he thong tai khoan ke toan chi tiet. 

2. Xac djnh c&c nguyen tic va phuomg phap hach to&n chu y£u ap 
dung dr dcm vi: 

- Xac djnh nguyen tac va phuomg phap hach toan von b&ng tien. 

- Xac djnh nguyen tic va phuomg phap h$ch toan thue gia tri gia t&ng. 

- Xac djnh nguyen tic va phuomg phap h^ch toan hang tdn kho. 
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- Xac dinh nguyen t&c va phuomg phap h^ch toan tai san co djnh va 
bat dong san dau tu. 


Cdu 2: Cac ca so (c&n cur) xay dung he thong tai khoan ke toan sir dung 
tai doanh nghiep gom: 

- Can cur vao he th6ng tai khoan k£ toan thong nhit do Bq Tai chinh 
ban hinh d6i vcri llnh vvrc, ng&nh cua dom vj; 

- Can cur vao dac di6m hoat dong san xuat kinh doanh cua don vj; 

- Can cu vao yeu cAu quan ly cua dom vj. 

Cdu 3: Nguyen tac va phuomg phap hach toan hang t6n kho: 

- Nguyen tdc ghi nhan hang ton kho: Viec hach toan hang ton kho 
phai tuan thu theo nguyen tac gia goc; 

- Phuomg phap hach toan hang ton kho: Co hai phuomg ph£p h^ch 
toan hang t6n kho: Phuomg phap ke khai thucmg xuyen va 
phuomg phap kiem ke dinh ky. 

+ Phiromg phap ke khai thuomg xuyen: 

Trong trucmg hop nay, ke toan hang t6n kho su dvmg nhom tai khoan 
hang t6n kho de phan anh s6 hien co va tinh hinh tang, giam vat tu, 
hang hoa. Tri gia hang t6n kho cuoi ky duoc xac djnh tren co so tri 
gia hang t6n diu ky, tri gia hang nhap trong ky va tri gia hang xuat 
trong ky: 

Tri gia hang _ Trj gia hang Trj gia hang Tri gia hang 

ton cu6i ky ” ton dau ky nh$p trong ky xuat trong ky 

Tri gia hang _ S6lu^ynghang Oangia 
xult trong ky xuat trong ky hang xu4t 

De xac djnh du<?rc dom gia hang xuat, ke toan co the lira chQn mot 

trong cac phuong phap: gia dich danh; gia binh quan gia quydn; FIFO; 
LIFO. 
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+ Phtrcmg phap kiem ke dinh At>: 


Trong truang hap nay, ke loan hang ton kho chi phan anh tren 
nhom tai khoan hang ton kho tri gia hang ton dau ky va tri gia hang 
ton cudi ky, con tinh hinh tang, giam vat tir, hang hoa dirac theo ddi 
tren tai khoan 611 - "Mua hang” Trj gia hang xuat trong ky se dugc 
tinh tren co so tri gia hang ton d£u ky, tri gia hang nhap trong ky va 
tri gia hang ton cudi ky. 


Tri gia hang 
ton cudi ky 


$6 lugng hang Oon gia 

t6n cudi ky hang ton 


Tn gia hang 
xuat trong ky 


Tngiahdng Tri gia hang 

ton d£u ky nhap trong ky 


Tn gia hang 
ton cuoi ky 


De xac djnh durgc dan gia hang ton, k4 toan co the lua chgn 
mot trong cac phurang phap: gia dich danh; gia binh quan gia 
quyen; FIFO; LIFO. 


Cdu 4: Theo each ghi so thi so ke toan bao gom nhumg loai so sau: 

• So ke toan ghi theo thai gian. 

• So ke toan ghi theo he thong. 

• So ke toan lien hgp. 


Cdu 5: Cac cong viec chinh cua to chirc he thong so ke toan bao gom: 

• Lua chon hinh thuc ke toan ap dung tai dan vj va dang ky he thdng 
so ke toan; 

• Xac dinh s6 luong so k4 toan tong hgp, so ke toan chi tidt; 

• Xay dung va thiet kO mau so ke toan chi tiet; 

• Xac dinh moi quan he giura cac so ke toan, xay dung trinh tu luan 
chuyen chung tu v£ ghi so ke toan; 

• Phan cong trach nhiem ghi so ke toan. 
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Cdu 6: He thong so su dung trong hinh thuc ke toan Nhat ky chung bao gdm: 
+ Sd kd toan tong hpp: 

- Sd nhat ky: 01 S6 Nhat ky chung va mot so S6 Nhat ky chuyen dung 
nhu: Nhat ky thu tidn; Nhat ky chi tidn; Nhat ky ban hang; Nhat ky 
mua hang. 

- So cai : So lupng So cai phu thupc vao so lupng tai khoan cap 1 su 
dung tai dcm vi: moi tai khoan cap 1 dupe phan anh dr mot So cai. 

+ S6 kd toan chi tidt: So ltrong sd kd toan chi tidt trong hinh thuc kd 
toan Nhat ky chung phu thuoc vao so lupng doi tuong kd toan chi 
tidt din theo doi cua dcm vi. 

Cdu 7: Cac nguyen t^c cua vide ghi so kd toan la: 

- Vide ghi so kd toan phai dugc thuc hien thuemg xuyen, lien tuc, co 
he thdng va phai can cu tren cc scr cac chung tu ke toan hop lp, hpp 
phap va hgrp ly. 

- Khong dugc tuy tign tky xoa, sua chua noi dung va so lieu kd toan. 

- Khi xay ra sai sot can dieu chinh, kd toan phai su dung cac phuomg 
phap chOra so kd toan thich hop theo dung quy dinh. 

Cdu 8: Cac phuomg phap chua so kd toan trong truemg hop ke toan thu cong: 

• Phuomg phap cai chinh; 

• Phuomg phap ghi bo sung; 

• Phuomg phap ghi so am (phuomg phap ghi do). 

CHiraNG v 

Cdu 1: Nhung d2ic diem cua thong tin kd toan: 

- Thong tin ke toan la thong tin hien thuc, thong tin ve nhumg hoat 
dong kinh te tai chinh da dien ra, dS hoan thanh. 

- Thong tin ke toan co do tin cay cao. 

- Thong tin kd toan la thong tin co gia trj phap ly dupe su dung de 
xac dinh cac lpi ich kinh te cua cac doi tuong lien auan 
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Can 2: Cac d6i tu<?mg co ban su dung thong tin ke toan gom: 

- Chu so huru; 

- Cac nha quan ly doanh nghiep; 

- Cac co quan quan ly chuc n&ng cua Nha nuac; 

- Cac ddi tuong khac. 

M6i doi tuong sir dung thong tin ke toan theo tung myc di'ch cy the 

khac nhau. 

Can 3: Danh muc bao cao tai chinh gom nhurng bao cao sau: 

a) Doi vai dom vj ke toan thuoc hoyt dong thu, chi ngan sach nha 
nuac, co quan hanh chinh, dom vi sy nghiyp, to chuc co su dung 
kinh phi ngan sach nha nuac va don vi su nghiyp, to chuc khong 
su dung kinh phi ngan sach nha nuac gom: 

- Bang can doi tai khoan; 

- Bao cao thu, chi; 

- Ban thuyet minh bao cao tai chinh; 

- Cac bao cao khac theo quy djnh cua phap luat. 

b) D6i vai dan vj k4 toan thuoc hoat dong kinh doanh, bao cao tai 
chinh gom: 

- Bang can doi ke toan; 

- Bao cao ket qua hoat dong kinh doanh; 

- Bao cao luu chuyen tien t?; 

- Ban thuyet minh bao cao tai chinh. 

Can 4: Trudc khi lap bao cao ke toan, bo phan ke toan a dan vj din thuc 
hien cac cong viec cu the sau: 

- Thu nhan day du chung tir ke toan, ghi chep, phan anh day du cac 
nghiep vu do vao so ke toan. 
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- Don ddc va giam sat vi8c kiSm ke dinh ky. 

- Thuc hipn vipc doi chieu, xac minh... 

- Kiem tra tinh chinh xac cua viec ghi ch6p 6 cac tai khoan. 

- Thuc hien cac nghipp vy npi sinh. 

- Ghi so ke toan cac nghipp vy npi sinh va khoa so ke toan. 

- Kiem tra tinh chinh xac, tuan thu thcri gian cua vipc ghi, khoa so k4 
toan. 

- Chuan bj bieu mau bao cao. 

Cdu 5: Nhung noi dung cong viec cin ti£n hanh khi lap k4 hoach kiem tra 
cong tac ke toan: 

- Xac djnh noi dung cu the din phai ki£m tra. 

- Huong dan phuong phap xu ly vcri nhung tinh hu6ng thuong gap 
trong tung khau cua cong tac kiem tra ke toan. 

- Xac djnh phuong phap ki£m tra doi voi moi npi dung cy the. 

- Huong dan lap bao cao kiem tra ke toan. 

- Xac dinh trach nhipm chinh cua ca nhan, bp phan trong kiem tra ke 
toan noi bp. 
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